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The  information  and  analysis  contained  in  this  book  are  neither  an 
exhaustive  review  of  business  planning  needs  nor  a  substitute  for  competent 
advice  from  professional  advisors. 

The  material  that  follows  is  a  general  introductory  guide  for  entrepreneurs. 
Every  effort  has  been  made  to  ensure  the  information  is  correct  and 
current;  however,  all  information  is  subject  to  change.  It  has  also  been 
presented  in  a  generalized  form.  Unique  situations  have  not  been  identified. 
The  information  should  therefore  be  used  only  as  an  introduction  to  the 
needs  and  requirements  of  your  business. 

Depending  upon  your  particular  situation,  no  action  should  be  initiated 
without  consulting  the  appropriate  goverment  agencies,  business 
management  consultants,  accountants,  lawyers,  or  industrial  association. 
They  will  be  able  to  provide  the  specific  advice  necessary  for  your 
circumstances  and  responsibilities. 

Economic  Development  and  Tourism's  Business  Counselling  and 
Development  Branch  offers  specialized  professional  counselling  services  in 
such  areas  as  merchandising,  marketing,  financing,  and  manufacturing. 
Professional  counsellors  are  located  throughout  the  province  and  are 
available  to  assist  you  with  simple  straightforward  advice.  This  service  is 
provided  at  no  cost  to  small  business  people  who  want  help  to  help 
themselves. 

Starting  a  Small  Business  is  one  of  a  series  of  booklets  published  by  Alberta 
Economic  Development  and  Tourism.  Other  booklets  that  may  be  useful 
are: 

•  Financing  a  Small  Business 

•  Marketing  for  a  Small  Business 

•  Operating  a  Small  Retail  Business 

•  Operating  a  Small  Manufacturing  Business 

•  Operating  a  Small  Services  Business 
■  Bookkeeping  for  a  Small  Business 


These  publications  are  available  at  all  Economic  Development  and  Tourism 
offices  listed  in  the  back  of  this  publication. 
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Introduction 


Going  into  business  for  yourself  is  often  a  tough  decision,  but  once  you 
have  made  the  decision,  it  is  probably  easier  than  you  think. 

Firstly,  you  should  develop  a  business  plan.  The  better  prepared  you  are  to 
properly  assess  the  potential  risks  involved,  the  more  likely  you  are  to 
overcome  problems  when  they  occur.  In  other  words,  attempt  to  establish 
your  business  on  a  sound  base  from  the  beginning. 

The  Business  Plan     Whether  you  are  starting  a  new  enterprise,  buying  a  business  or  franchise, 
or  expanding  your  business,  a  plan  is  essential  in  today's  intensely 
competitive  and  rapidly  changing  society. 

There  are  basically  three  reasons  for  investing  the  time  and  effort  to 
prepare  a  sound  business  plan: 

•  It  is  the  only  way  to  evaluate  the  risks  and  potential  success  of  a 
business  idea,  before  investing  your  savings.  A  plan  is  a  means  of 
discovering  potential  obstacles  and  the  right  moves  to  avoid  them. 
You  will  gain  insight  into  those  factors  over  which  you  have  relative 
control,  such  as  inventory  and  staff,  versus  those  which  cannot  be 
altered:  the  economy,  market  trends,  etc. 

•  The  business  plan  is  a  necessary  supporting  document  for  your 
presentation  to  bankers  or  investors.  It  is  evidence  of  your  ability  to 
manage  and  your  understanding  of:  start-up  needs,  operating 
expenses,  financing  needs,  market  size  and  growth  trends, 
competitive  strengths  and  weaknesses. 

•  After  starting  your  business,  a  business  plan  can  be  used  as  a 
management  control  tool  to  remain  competitive  and  viable.  Good 
planning  habits  will  help  you  stay  informed  about  changes  in 
business  conditions,  your  expected  performance  and  the  overall 
effects  resulting  from  different  decisions.  Month-to-month 
monitoring  allows  you  to  take  corrective  action  quickly,  before  your 
budget  goes  astray. 

So  what  is  a  business  plan?  It  is  a  written  report  prepared  by  the  owner(s) 
or  potential  owner(s)  that  describes  through  research,  the  market 
environment,  competitive  strengths  and  your  strategy  to  capture  a  feasible 
share  of  the  target  market.  In  addition,  the  plan  projects  the  sources  and 
uses  of  funds  to  start,  expand  and  operate  the  venture.  In  short,  in  a  plan 
you  outline  your  business  objectives  and  how  those  objectives  will  be 
achieved  within  a  financial  budget. 
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Almost  all  business  plans  follow  a  general  framework: 


Marketing  Plan 

•  market  size/trends 

•  targeted  customers  (your  best  prospects) 

•  competitive  strengths/weaknesses 

•  sales  strategy 


Operating  Plan 


•  location 

•  plant  and  equipment 

•  management/staffing 

•  administrative/production  processes 


Financial  Plan 


•  current  financial  statements 

•  start-up,  expansion  requirements/expected  sources  of  funds 

•  cashflow  forecast 

•  profit  (loss)  forecast/breakeven 

Additional  detail  on  the  business  plan  is  provided  in  the  "Financial 
Planning"  section  of  Financing  a  Small  Business.  Market  planning 
information  is  available  in  the  "Developing  Your  Own  Marketing  Plan" 
section  of  Marketing  for  a  Small  Business.  The  Department  of  Economic 
Development  and  Tourism  has  business  counsellors  throughout  Alberta  to 
assist  you  in  developing  your  business  plan.  Please  see  the  back  of  this 
publication  for  office  locations. 
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Services  to  Business 

Chapter  One  ==^^^^=^=^=^= 


The  Alberta  Department  of  Economic  Development  and  Tourism  functions 
as  an  agent  of  the  business  sector.  Its  goals  are  to  support  and  encourage 
the  establishment  of  new  business  as  well  as  the  expansion  of  existing  ones. 
The  department  has  a  number  of  divisions  offering  services  to  businesses  at 
no  charge. 


Small  Business  and 
Industry  Division 


Business  Counselling  and  Development  Branch 

•  Provides  counselling  assistance  to  small  businesses  engaged  in  the 
manufacturing,  retailing  and  service  sectors. 

•  Administers  management  assistance  programs  throughout  Alberta. 

•  Researches  methods  and  generally  promotes  the  interests  of  Alberta 
small  business. 

•  Has  offices  throughout  Alberta  staffed  by  representatives 
experienced  with  business  problems  and  knowledgeable  about 
government  services  available  to  businesses  and  communities. 

•  Promotes  economic  growth  in  all  regions  of  the  province. 

•  Identifies  sites  for  new  or  expanding  businesses. 


Industry  Development  Branch 

Identifies  opportunities  and  provides  specialized  counseUing  for 
these  businesses: 


Electrical/electronics 

Petrochemicals 

Film 

Housing  and  forest 

products 

Farm  equipment 


Plastics 

Advanced  materials 
Food  processing 
Metal  fabricating 


Chemicals 
Aerospace 
Consumer  products 
Machinery 


Transportation 
equipment  manufacturing 


Assists  in  investment  promotions. 

Arranges  joint  ventures  and  manufacturing  licenses. 

Manages  the  Alberta/Canadian  content  policy  in  major  resource 

construction  projects. 


Trade  Division  •  Assists  Alberta's  private  business  sector  to  enter  into  the  export 

market  by  exposing  them  to  market  opportunities  abroad. 

•  Encourages  Alberta's  manufacturers  and  processors  to  enter  into 
trade  fairs  and  shows. 

•  Initiates  small  trade  shows. 

•  Introduces  foreign  buyers  to  Alberta's  industry. 
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Policy  and  Planning 
Division 


Provides  economic,  operating  and  other  advice  on  physical 
distribution  by  all  modes  of  transport,  both  domestic  and 
international. 

Provides  technical  assistance  for  passenger  transportation  and 
industry,  both  for  daily  worker  transport  and  business  travel. 


Business  Finance  and 
Investment  Division 


Investment  Matching  Service  of  Alberta  (IMSA) 

•  Promotes  business  formation  and  new  investment  by  bringing 
together  potential  investors  and  Alberta  business  opportunities 
through  a  personalized  counselling  service  and  a  computerized 
matching  system. 

•  This  service  is  available  to  new  and  existing  Alberta-based 
businesses  who  seek  equity  capital,  joint  venture  and 

licensing  opportunities.  All  industries  are  eligible  and  no  restrictions 
are  made  as  to  the  size  of  the  business.  All  information  is 
confidential.  Entrepreneurs  and  investors  complete  a  registration 
package  which  is  entered  into  a  computer  to  generate  a  match.  When 
a  match  is  made,  the  Service  contacts  clients  and  helps  arrange  a 
meeting.  There  is  no  fee  to  entrepreneur  or  investor. 


Contacts: 

Investment  Coordinator 

Investment  Matching  Service  of  Alberta 

Alberta  Economic  Development  and  Tourism 

7th  Floor,  Sterling  Place 

9940  -  106  Street 

Edmonton,  Alberta  T5K  2P6 

Phone:  427-3300 

Fax:  422-9319 


Investment  Coordinator 

Investment  Matching  Service  of  Alberta 

Alberta  Economic  Development  and  Tourism 

5th  Floor,  999  -  8th  Street,  S.W. 

Calgary,  Alberta  T2R  1 J5 

Phone:  297-6284 

Fax:  297-6168 


Alberta  Opportunity 
Company 


The  Alberta  Opportunity  Company  is  a  Crown  corporation  that 
reports  to  the  Legislature  through  the  Minister  of  Economic 
Development  and  Tourism.  It  promotes  the  development  of  Alberta's 
resources  and  the  general  growth  and  diversification  of  Alberta's 
economy;  it  also  provides  loans,  guarantees  and  equity  financing. 
The  Alberta  Opportunity  Company  has  offices  in: 


Brooks 
Calgary 
Edmonton 
Edson 


Grande  Prairie 
Lethbridge 
Lloydminster 
Medicine  Hat 


Peace  River 
Ponoka 
Red  Deer 
St.  Paul 
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Forms  of  Business  Organizations 

Chapter  Two  ^^^^=^=^=zz===z:^=^== 


The  type  of  business  organization  you  choose  will  affect  the  way  your 
business  operates.  There  are  four  types  of  business  organizations: 

•  Sole  Proprietorships 

•  Partnerships 

•  Limited  Companies 

•  Cooperatives 

Sole  Proprietorships     The  proprietorship  is  the  simplest  form  of  business  organization.  The 

proprietor  assumes  all  responsibilities  for  the  business  (including 
financing,  operation  and  taxes)  and  accepts  all  profits  or  losses.  If  the 
business  fails,  the  owner  assumes  total  liability.  This  means  all  assets, 
whether  business  or  personal,  can  be  legally  taken  and  used  to  discharge 
the  liability. 

Individuals  who  operate  a  business  under  a  name  other  than  their  own 
name,  must  register  the  business  name  with  Corporate  Registry 
(address  on  page  6). 


Partnerships    General  Partnership 

A  partnership  is  a  slightly  more  complex  method  of  starting  a  business.  A 
commercial  parmership  exists  when  two  or  more  people  engage  in  a 
business  venture.  The  members  are  jointly  and  severally  liable  for  the  debts 
of  the  partnership.  This  means  that  one  partner  can  be  held  responsible  for 
all  debts  and  obligations  incurred  in  the  name  of  the  business  by  another 
partner.  As  a  partner,  you  can  also  be  held  responsible  for  any  wrongful  act 
or  omission  by  other  partners  acting  in  the  ordinary  course  of  the  firm's 
business.  All  partners  must  be  registered  at  Corporate  Registry  (address  on 
page  6). 

When  entering  into  a  partnership,  you  and  your  partners  should  draw  up  an 
agreement  and  have  it  wimessed  before  a  Commissioner  for  Oaths.  Your 
agreement  should  contain  the  following: 

•  Objectives  of  the  partnership 

•  Date  of  business  commencement 

•  Amount  of  investment  to  be  contributed  by  each  partner 

•  How  profit  and  losses  are  to  be  shared 

•  Duties  and  participation  of  the  partners 

•  Duration  of  the  agreement 

•  Special  conditions 

•  Dissolution  of  the  partnership 

•  Provisions  in  the  event  of  death  (often  partners  purchase  insurance 
on  each  other's  lives  so  that  the  surviving  parmer  can  purchase  the 
firm  from  the  estate  of  the  deceased) 
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Limited  Partnership 


This  is  an  arrangement  that  lets  a  person  contribute  to  a  business  without 
being  involved  in  the  affairs  of  the  partnership.  As  a  limited  partner,  your 
liability  to  the  firm  or  its  creditors  is  limited  to  the  amount  you  invest  in  the 
firm.  To  remain  a  limited  partner,  you  must  take  no  part  in  the 
management  of  the  firm  or  act  on  behalf  of  the  company,  or  you  become  a 
general  partner.  The  declaration  for  a  limited  partner  must  be  filed  with 
Corporate  Registry  (address  below). 

Advantages  of  Proprietorships  and  Partnerships 

•  Flexible  and  informal 

•  Easy  to  start 

•  No  incorporation  fee 

•  Ease  of  keeping  accounts 

•  All  profits  are  the  property  of  the  owners  and  are  taxed  at 
personal  rates. 

•  Business  losses  can  be  deducted  from  personal  income  for  income 
tax  purposes. 

Disadvantages  of  Proprietorships  and  Partnerships 

•  Except  for  limited  partners,  single  proprietors  and  partners  in  a 
business  agreement  can  be  held  personally  liable  for  all  debts  and 
judgements  against  the  business. 

•  In  a  partnership,  each  partner  can  be  held  personally  responsible  for 
obligations  placed  on  the  business  by  other  partner. 

•  Profits  are  personally  taxable. 

•  The  company  ends  with  the  death  of  a  partner  or  of  the  proprietor. 

•  There  is  potential  for  disagreement  between  or  among  partners. 

Business  Registration 

Register  the  name  of  your  new  business  even  if  it  is  not  incorporated.  This 
registration  protects  the  names  of  established  businesses  from  infringement 
by  new  enterprises  and  makes  the  ownership  known  to  the  public  if  it  is  not 
apparent  from  the  name.  Any  one  who  fails  to  comply  with  The 
Partnership  Act  is  guilty  of  an  offense  and  may  be  fined. 

Partnerships,  proprietorships,  trade  names  and  agreements  for  limited 
partners  may  be  registered  at: 


Phone:  427-2311 

The  terms  "corporation",  "incorporated  company,"  and  "limited  company,' 
are  synonymous. 


Corporate  Registry 
Alberta  Consumer  and  Corporate  Affairs 


Edmonton 

8th  Roor,  North 

John  E.  Brownlee  Building 

10365  -  97  Street 

Edmonton,  Alberta  T5J  3W7 


Calgary 

3rd  Roor,  Canada  Place 
407 -2  Street,  S.W. 
Calgary,  Alberta  T2P  2Y3 
Phone:  297-3442 
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Limited  Companies     since  becoming  incorporated  can  be  a  relatively  complicated  procedure,  it 

is  advisable  to  seek  legal  counsel.  However,  it  is  possible  to  do  the 
incorporation  by  yourself.  Contact  Corporate  Registry  (address  page  8)  for 
further  information. 

Advantages  of  Incorporating 

•  Limited  liability.  The  limited  company  forms  a  distinct  legal  entity 
apart  from  the  owners  (shareholders).  Therefore,  no  member  of  the 
company  can  be  held  personally  liable  for  the  debts,  obligations  or 
acts  of  the  company.  A  shareholder  is  only  liable  for  the  unpaid 
portion  of  shares  owned. 

•  The  life  of  the  limited  company  does  not  end  with  the  death  of  a 
shareholder. 

•  Ownership  of  a  limited  company  can  be  easily  transferred  by  selling 
shares  without  affecting  the  management  of  the  business. 

•  There  are  certain  tax  advantages  with  incorporation. 

•  A  limited  company  may  find  it  easier  to  raise  capital. 

•  Investors  can  purchase  stock  without  becoming  personally  liable  for 
the  business  operations. 

Disadvantages  of  Incorporating 

•  The  disadvantages  of  establishing  a  limited  company  are  the  costs 
involved  in  incorporating  and  the  additional  records  to  be  kept. 

•  Financial  institutions  may  ask  for  extra  security  on  business  loans  by 
asking  for  personal  guarantees  which  circumvent  the  advantage  of 
limited  liability  to  shareholders. 

Distributing  and  Non-distributing  Corporations 

A  company  may  be  incorporated  either  as  a  distributing  or  as  a  non- 
distributing  corporation.  To  become  a  distributing  corporation,  a  prospectus 
must  be  filed  with  the  Alberta  Securities  Commission.  A  distribution 
corporation  must  employ  outside  auditors  and  publish  yearly  financial 
statements.  The  major  advantage  of  a  distribution  corporation  is  that  it  can 
raise  capital  by  selling  shares  to  the  public.  The  disadvantage,  however,  is 
the  cost  of  developing  the  prospectus,  yearly  financial  statements  and  the 
additional  legal  fees. 

A  non-distributing  corporation  can  have  as  many  or  as  few  shareholders  as 
it  likes.  If  there  are  16  or  more  shareholders  in  a  non -distributing 
corporation,  there  are  additional  requirements  to  adhere  to,  A  non- 
distributing  corporation  cannot  issue  an  invitation  to  the  public  to  purchase 
its  shares  or  debentures.  Incorporating  as  a  non-distributing  corporation  is 
a  much  easier  process  than  incorporating  as  a  distributing  corporation. 

Federal  and  Provincial  Corporations 

Companies  may  be  incorporated  either  federally  under  the  Canada 
Corporations  Act  or  provincially  under  the  Business  Corporations  Act. 
While  the  incorporation  procedures  are  very  similar,  there  are  slight 
differences  which  should  be  taken  into  consideration.  A  company 
incorporated  federally  may  have  to  register  in  each  province  in  which  it 
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does  business.  A  company  incorporated  in  Alberta  can  operate  within  the 
province  but  would  have  to  register  as  an  extra-provincial  company  if  it 
wished  to  expand  into  other  provinces. 


Extra-provincial  Companies 

To  do  business  in  Alberta,  foreign  companies  and  companies  incorporated 
elsewhere  in  Canada  must  register  with  Corporate  Registry  (address  below) 
as  extra-provincial  companies. 


The  Business  Corporations  Act 


The  Business  Corporations  Act  requires  that  an  annual  report  be  filed  with 
Corporate  Registry  each  year  within  one  month  of  the  anniversary  date  of 
incorporation.  Every  extra-provincial  company  must  file  an  annual  report 
containing  information  on  its  operation  within  one  month  of  the 
anniversary  date  of  registration  in  the  province.  The  form  and  content  of 
these  reports  are  outlined  in  the  Business  Corporations  Act  Regulations. 

To  incorporate  in  Alberta  you  must  first  have  an  incorporated  name 
approved.  The  following  documents  must  be  filed: 


Form  1:  Articles  of  Incorporation 
Form  3:  Notice  of  Address 
Form  6:  Notice  of  Directors 


An  Alberta  Search  Report  and  fees  must  be  submitted  with  the  above 
documents.  Alberta  Corporate  Registry  does  not  search  proposed  corporate 
names;  it  is  the  responsibility  of  the  applicant  to  determine  the  availability 
of  a  corporate  name.  A  system  of  Alberta  Search  Houses  has  been 
established  to  assist  in  name  searches.  A  list  of  houses  may  be  obtained 
from  Corporate  Registry  offices. 


For  further  information  about  incorporation  contact: 

Corporate  Registry 
Alberta  Consumer  and  Corporate  Affairs 


Edmonton 

8th  Floor,  North 

John  E.  Brownlee  Building 

10365  -  97  Street 

Edmonton,  Alberta  T5J  3W7 

Phone:  427-2311 


Calgary 

3rd  Floor,  Canada  Place 
407 -2  Street,  S.W. 
Calgary,  Alberta  T2P  2Y3 
Phone:  297-3442 


Cooperatives     a  cooperative  is  a  form  of  business  organization  different  from  an  ordinary 
corporation;  a  cooperative  is  still  able  to  enter  into  contracts  under  its 
corporate  name.  Liability  for  the  individual  members  of  a  cooperative  is 
limited  to  the  extent  of  the  value  of  shares  held. 

Each  member  of  a  cooperative  has  one  vote,  regardless  of  how  many  shares 
he  or  she  possesses.  Dividends  are  paid  according  to  patronage  and  not  by 
the  number  of  shares  held. 
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Foreign  Companies 


Trade  Names  and 
Trademarks 


Cooperatives  must  be  incorporated  and  contain  the  word  "cooperative"  in 
their  name.  It  is  an  offence  to  carry  on  business  under  the  name  of  a 
cooperative  if  you  do  not  in  comply  with  the  regulations  put  forward  in  the 
Cooperative  Associations  Act.  Applications  for  cooperatives  are  approved 
by  the  Cooperative  Program  and  then  forwarded  to  the  Corporate  Registry 
for  incorporation.  Contact: 


To  locate  in  Alberta,  a  foreign  company  simply  makes  application  for 
registration  as  an  extra-provincial  company  with  Corporate  Registry.  A 
copy  of  the  Supplementary  Letters  Patent  from  the  jurisdiction  where  the 
company  had  originally  incorporated  must  be  included  in  the  application. 

If  the  company  does  not  have  an  office  in  Alberta,  it  must  file  a  notice  of 
appointment  of  an  attorney  to  represent  the  company.  A  foreign  company 
must  comply  with  Alberta  laws,  licenses  and  taxes. 

A  foreign  company  investing  in  Canada  also  has  to  comply  with  the 
Foreign  Investment  Review  Act.  The  federal  government  reviews  potential 
investment  in  Canada  to  determine  if  the  investment  will  offer  significant 
benefit  to  Canada.  This  act  does  not  apply  to  all  foreign  investments.  For 
more  information  contact  the  Department  of  Industry,  Science  and 
Technology  Canada;  or,  contact: 

Alberta  Economic  Development  and  Tourism 

10th  Roor,  Sterling  Place 
9940  -  106  Street 
Edmonton,  Alberta  T5K  2P6 
Phone:  427-2005 

A  trade  name  is  the  name  under  which  any  business  is  carried  on,  whether 
it  be  the  name  of  a  corporation,  a  partnership  or  a  proprietorship.  Sole 
proprietorships,  partnerships  and  limited  companies  register  their  trade 
names  with  Corporate  Registry  (address  page  8). 

In  some  instances,  limited  companies  operate  under  a  name  that  differs 
from  the  official  company  name  by  filing  a  trade  name  with  Corporate 
Registry.  For  example,  XYZ  Company  Ltd.  may  certify  that  it  is  carrying 
on  business  as  Bill's  Buffalo  Burgers. 

A  trademark  differs  from  a  trade  name  in  that  it  distinguishes  the  goods  or 
services  marketed  from  those  of  others  in  the  market  place.  A  trademark 
can  be  a  word,  symbol,  picture  or  any  combination  of  these.  A  good 
example  is  the  "Golden  Arches"  of  a  famous  hamburger  chain.  Registtation 
gives  the  owner  exclusive  use  of  the  mark  throughout  Canada. 


Alberta  Consumer  and  Corporate  Affairs 


Edmonton 

3rd  Floor,  Capilano  Centre 
9945  -  50  Street 
Edmonton,  Alberta  T6A  0L4 
Phone:  427-4088 


Calgary 

301,  Centre  70 

7015  MacLeod  Trail,  S. 

P.O.  Box  5880,  Station  A 

Calgary,  Alberta  T2H  2M9 

Phone:  297-5700 
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Licenses  and  Permits 

Chapter  Three  ====^^==1 


In  some  instances,  the  regulations  regarding  licenses  and  permits  can  be 
complex.  Business  licenses: 

•  Protect  the  public  and  established  businesses  from  unfair  trade 
practices 

•  Provide  information  for  tax  assessment 

•  Assist  with  labour  and  health  regulation  enforcement 

•  Promote  orderly  economic  growth  in  Alberta's  municipalities. 

Some  businesses  require  more  than  one  license,  as  two  levels  of 
government  may  regulate  different  aspects  of  the  business. 


Municipal  Licenses     Each  local  government  issues  its  own  business  licenses.  Since  regulations 

vary  throughout  the  province,  you  should  consult  the  appropriate  local 
officials  to  determine  if  your  business  is  affected  by  local  regulations, 
licenses  or  zoning  requirements.  It  is  also  wise  to  obtain  zoning  and 
licensing  approval  for  your  business  before  signing  a  lease  agreement. 


Outside  of  all  cities  and  towns,  business  development  must  conform  with 
zoning  requirements.  These  requirements  are  administered  by  either  the 
local  county,  the  municipal  district,  a  regional  planning  commission  or  the 
Provincial  Planning  Board.  Approval  from  one  of  these  bodies  is  necessary 
to  construct  a  commercial  building  in  rural  areas.  For  further  information, 
contact: 


The  Alberta  Planning  Board 

Department  of  Municipal  Affairs 
City  Centre  Building 
18, 10155  -  102  Street 
Edmonton,  Alberta  T5J  4L4 
Phone:  427-4864 


In  Calgary  and  Edmonton,  all  businesses  are  required  to  conform  to  city 
zoning  or  land  use  regulations.  Generally  speaking,  where  city  business 
hcenses  are  required,  they  are  intended  to  control  businesses  which  pose 
special  problems  to  health,  fire  safety,  disturbance  to  the  physical  and 
social  environment  and  so  on.  If  the  business  is  one  for  which  a  license  is 
necessary,  zoning  clearance  must  be  obtained  before  the  license  can  be 
issued. 


For  further  information  regarding  municipal  business  regulations,  contact 
the  secretary-treasurer  of  the  city,  town,  village  or  rural  municipality  where 
the  business  will  be  located. 
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For  zoning  approval  in  Edmonton  or  Calgary,  contact: 


City  of  Edmonton 
Planning  and  Development 
Department 

Development  Control  Section 

2nd  Floor,  Revillon  Bldg. 
10320  -  102  Avenue 
Edmonton,  Alberta  T5J  4A1 
Phone:  428-5881 


City  of  Calgary 

Planning  and  Building  Department 

4th  Floor, 

800  MacLeod  Trail,  S.E. 
Calgary,  Alberta  T2P  2M5 
Phone:  268-5351 


For  business  licenses  in  Edmonton  or  Calgary,  contact: 


City  of  Edmonton 
License  Section 
Finance  Department 

2nd  Floor,  Chancery  Hall 
3  Sir  Winston  Churchill  Square 
Edmonton,  Alberta  T5J  2R7 
Phone:  496-5233 


City  of  Calgary 
License  Division 

800  MacLeod  Trail,  S.E. 
Calgary,  Alberta  T2P  2M5 
Phone:  268-5521 


Provincial  Licenses     Alberta  Consumer  and  Corporate  Affairs  issues  some  provincial  licenses. 

Licensing  requirements  may  include  examinations,  bonding,  zoning 
approvals,  fire,  on-highway  permits,  trade  qualifications,  or  trust 
provisions.  These  types  of  businesses  include  but  may  not  be  limited  to: 


Auction  sales 

Automotive 

Car/truck  dealers 
Body  shops 
Garages 

Speciality  repair  shops 
Mobile  repair  services 
Prepaid  auto  service  contracts 
Service  stations 

Cemeteries 

Cemetery  salespeople 

Collection  agencies 


Home  sales 

(mobile,  modular,  packaged) 

Insurance 

Insurers 

Special  insurance  brokers 
Mortgage  brokers 

Prepaid  contractors 

(consumer  contracts) 

Real  estate  agents 

Real  estate  salespeople 


Collectors  Retail  order  sales 

Mail  order 

Direct  sales  Catalogue  order  offices 

Employment  agencies  discounters 

Fund  raising  campaigns 

Charitable  promotion  businesses    Upholstered  articles 

(manufacturers  and  retailers) 

Funeral  homes 

Casket  sales  only 
Pre-arranged  funeral  services 
Pre-arranged  funeral  salespeople 


Gasoline,  propane  and  diesel  fuel  sales 


n 


All  businesses  are  advised  to  ch 
Consumer 

Edmonton 

3rd  Floor,  Capilano  Centre 
9945  -  50  Street 
Edmonton,  Alberta  T6A  0L4 
Phone:  422-2590 


Camrose 
Phone:  679-1733 

Fort  McMurray 
Phone:  743-7231 

Grande  Prairie 
Phone:  538-5400 

Lethbridge 
Phone:  381-5360 


for  license  requirements.  Contact: 

I  Corporate  Affairs 

Calgary 

301,  Centre  70 

7015  MacLeod  Trail  South 

P.O.  Box  5880,  Station  A 

Calgary,  Alberta  T2H  2M9 

Phone:  297-5743 

Medicine  Hat 
Phone:  529-3535 

Peace  River 
Phone:  624-6214 

Red  Deer 
Phone:  340-5241 


Special  Licenses     Legislation  requires  the  following  businesses  to  obtain  special  licenses. 

Addresses  and  telephone  numbers  for  the  licensing  authorities  of  these 
businesses  are  found  in  the  Appendix. 

Alberta  Agriculture  -  Most  businesses  dealing  directly  with  agriculture 
require  licenses. 

Highway  Development  -  Land  use  along  provincial  highways  is  strictly 
controlled.  A  permit  from  the  Roadside  Development  Branch,  Alberta 
Transportation  and  Utilities,  is  required  for  commercial  development 
within  one-half  mile  of  a  highway  outside  of  villages,  towns  or  cities. 

Sawmills,  Timber-Cutting  Operation  -  Licenses  must  be  obtained  from 
the  Timber  Management  Branch,  Alberta  Energy;  a  sawmill  operating 
license  must  be  obtained  from  Alberta  Consumer  and  Corporate  Affairs. 

Nursing  Homes  -  Obtain  licenses  from  the  Hospital  Services  Commission. 

Mines,  Oil  and  Gas  Drilling,  Pipeline  Construction  -  Permits  are  granted 
by  the  Energy  Resources  Conservation  Board. 

Private  Investigators,  Security  Agencies,  Locksmiths  and  Guards  - 

Licenses  may  be  obtained  from  the  Law  Enforcement  Branch,  Alberta 
Justice. 

Public  Lands  and  Wildlife  -  Fish  and  Wildlife  Division  issues  licenses  for 
guides  and  outfitters,  dog  trainers,  taxidermists,  tanners,  furriers,  fur 
buyers,  traplines,  commercial  fishing,  fish  marketing,  and  game  or  bird 
farms. 
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Liquor  Licenses  -  Before  renting  or  building  facilities  to  serve  liquor, 
contact  the  Alberta  Liquor  Control  Board  for  information,  as  there  are  rigid 
requirements  for  design  and  operation.  The  Alberta  Liquor  Control  Board 
licenses  all  motels,  hotels  and  restaurants  where  liquor  is  served. 

Commercial  Trucking  and  Bus  Operations  -  Apply  for  operating 
authority  to  the  Alberta  Motor  Transport  Board. 

Real  Estate  -  Agencies  and  sales  people  are  licensed  by  the  Alberta  Real 
Estate  Association,  Head  Office  in  Calgary,  264-5581  (also,  1-800-661- 
0231).  Application  can  also  be  made  through  the  Edmonton  Real  Estate 
Board  office. 


Homes  for  Special  Care,  Day  Care  Centres,  Foster  Homes  -  Contact 
Edmonton  Regional  Licensing  Unit,  Social  Services  and  Community 
Health. 


Private  Schools  -  All  training  schools  operated  for  profit  must  be  licensed 
by  Alberta  Advanced  Education. 

Tradesmen  -  Under  the  Apprenticeship  and  Industry  Training  Act  of 
1992,  certain  types  of  tradesmen  have  regulations  governing  their 
apprenticeship,  but  trade  certification  is  not  mandatory  in  order  to  practice 
their  craft.  The  tradespeople  hsted  below  require  a  journeyman's  certificate 
or  must  be  in  an  indentured  apprenticeship  program  to  work  at  their 
vocation: 


Autobody  mechanic 

Barber 

Beautician 

Electrician 

Elevator  constructor 

Gasfitter 

Heavy  duty  mechanic 

The  above  list  is  not  complete.  If 
please  contact: 


Plumber 
Radio  technician 
Refrigeration  mechanic 
Sheet  metal  mechanic 
Steamfitter 
Welder 

Motor  mechanic 
you  have  any  questions  about  trades, 


Advanced  Education  and  Career  Development 
Apprenticeship  Branch  and  Trade  Certification 


Edmonton 

4th  Floor,  10050  -  112  Street 
Edmonton,  Alberta  T5K  2R4 
Phone:  427-8517 


Calgary 

7th  Floor,  855  -  8th  Avenue,  S.W. 
Calgary,  Alberta  T2P  3P1 
Phone:  297-6457 
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Environment 


Any  industry  emitting  waste  materials  into  water  or  the  atmosphere 
requires  permits  to  construct  and  licenses  to  operate  under  The  Clean  Air 
Act  and  The  Clean  Water  Act.  Also,  any  industry  withdrawing  water  from 
any  natural  source  requires  a  license.  Contact: 


Alberta  Environmental  Protection 
Standards  and  Approval  Division 

4th  Floor,  Oxbridge  Place 
9820  -  106  Street 
Edmonton,  Alberta  T5K  2J6 
Phone:  427-5883 


General  Safety 


The  role  of  the  General  Safety  Services  Division  of  Alberta  Labour  is  to 
reduce  the  loss  of  life  and  property  through  the  activities  of  its  six 
branches: 


Boilers  and  Pressure  Vessels  Elevator  and  Fixed  Conveyances 

Building  Standards  Fire  Protection 

Electrical  Protection  Plumbing  and  Gas  Safety  Services 

A  number  of  permits  and  licenses  are  issued  for  services  and  products 
which  could  affect  the  safety  of  Albertans.  For  further  information,  contact: 


Alberta  Labour  General  Safety  Services  Division 


Edmonton 

1001, 10808-99  Avenue 
Edmonton,  Alberta  T5K  0G5 
Phone:  427-3680 


Calgary 

2nd  Floor,  1212-31  Avenue,  N.E. 
Calgary,  Alberta  T2E  7S8 
Phone:  297-5771 


Federal  Licenses     The  federal  government  has  wide  licensing  powers  within  the  fields  of 
agriculture,  manufacturing,  communication,  and  interprovincial  and 
international  transportation.  The  following  list  contains  some  of  the  more 
pertinent  federal  licensing  requirements  related  to  Alberta  businesses: 


The  federal  Department  of  Agriculture  controls  the  manufacture  of 
fertilizers  and  pesticides  and  issues  permits  for  importing  and 
exporting  agricultural  products. 

Certain  materials  and  equipment  are  classified  as  strategic;  a  permit 
is  required  from  the  Department  of  Industry,  Science  and 
Technology  Canada  for  export.  Exports  to  certain  countries  also 
require  permits. 

The  Civil  Aviation  Branch  of  Transport  Canada  controls  the 
licensing  of  all  pilots  and  aircraft. 

Broadcasting  stations,  ham  radios,  two-way  radios  and  citizen  band 
radios  require  broadcasting  licenses  from  Communications  Canada. 
Fish  processing  companies  and  companies  or  individuals  operating 
fishing  vessels  may  obtain  information  on  licensing  from  the 
Department  of  Fisheries  and  Environment,  Fish  and  Marine  Service. 


14 


Employers'  Responsibilities 

Chapter  Four  ===================== 


Unemployment 
Insurance,  Canada 

Pension  Plan  and 
Employees'  Income 

Wage  Deductions 


Employers  are  responsible  to  employees  and  to  the  government  for  their 
employees. 

Federal  law  requires  that  all  employers  collect  Unemployment  Insurance 
premiums,  Canada  Pension  Plan  contributions  and  personal  income  tax  on 
behalf  of  the  government.  Remittances  for  Unemployment  Insurance  and 
the  Canada  Pension  Plan  are  shared  by  the  employee  and  the  employer. 
Revenue  Canada  Taxation  provides  guides  free  of  charge  which  give  easy- 
to-follow  instructions  on  the  amounts  to  be  deducted.  New  employers  are 
encouraged  to  obtain  this  information  package. 


These  three  types  of  wage  deductions  are  usually  deducted  together  and 
remitted  as  a  lump  sum  to  Revenue  Canada  Taxation.  Deductions  must  be 
remitted  by  the  fifteenth  day  of  the  month  following  the  month  in  which 
wages  have  been  paid.  Remittances  can  be  made  through  any  branch  of  a 
chartered  bank  or  to  the  Taxation  Data  Centre,  Winnipeg,  Manitoba. 

When  hiring  personnel,  an  employer  must  contact  Revenue  Canada  to 
obtain  an  employer's  account  number  and  forms. 

At  the  end  of  the  calendar  year,  but  before  February  28,  employers  are 
required  to  give  employees  T4  Supplementaries  showing  total  wages, 
income  tax  deductions  and  Canada  Pension  Plan  and  Unemployment 
Insurance  deductions. 

A  T4  T4A  Summary  Return  with  copies  of  employee  T4  and  T4A 
Supplementary  must  be  filed  with  Revenue  Canada  Taxation  by  February 
28.  Fines  can  be  levied  for  failure  to  comply  with  this  deadline. 

Self-employed  people  are  responsible  for  the  entire  annual  contribution  to 
the  Canada  Pension  Plan.  They  must  remit  income  tax  and  pension  plan 
payments  in  quarterly  instalments,  giving  their  social  insurance  numbers. 
Sole  proprietorships  and  partnerships  do  not  contribute  to  unemployment 
insurance  for  themselves.  In  a  limited  company,  if  you  in  combination  with 
your  spouse  own  less  than  40%,  then  you  contribute  toward  unemployment 
insurance.  If  you  own  more  than  40%  together  with  your  spouse,  you  do  not 
contribute.  Contact: 


Revenue  Canada  - 


Source  Deductions 


Edmonton 

4th  Floor,  Canada  Place 
9700  Jasper  Avenue 
Edmonton,  Alberta  T5J  4C8 
Phone:  423-3200 


Calgary 

Room  320C,  220  -  4  Avenue,  S.E. 
Calgary,  Alberta  T2G  OLl 
Phone:  292-6477 
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The  Unemployment  Insurance  Commission  has  offices  in  most  major 
centres  in  Alberta.  In  Edmonton  contact: 


Unemployment  Insurance  Commission 

9700  Jasper  Avenue 
Edmonton,  Alberta  T5J  4C8 
Phone:  497-2207 


Health  Care  Insurance     The  Health  insurance  Premiums  Act  and  Regulations  states  that  all 

employers  with  five  or  more  eligible  employees,  owners  and  partners 
included,  are  required  to  form  an  employer  group  for  payroll  deduction  of 
medicare  premiums. 

Once  a  group  exists,  the  employer  must  cover  all  eligible  employees  and 
make  the  necessary  payroll  deductions  on  a  monthly  basis.  The  rates  are 
not  reduced  for  group  coverage.  The  employer  is  under  no  obligation  to  pay 
a  portion  of  the  premium.  Employers  may  do  so  as  an  employee  benefit. 
Employers  are  responsible  for  notifying  Alberta  Health  Care  of  any 
changes  to  employee  records  as  well  as  notifying  employees  of  any  changes 
to  their  health  care  coverage. 

For  further  information  contact: 

Department  of  Health 

Edmonton  Calgary 

10025  Jasper  Avenue  2nd  Floor,  National  Bank  Building 

Edmonton,  Alberta  T5 J  2N3  407  -  8th  Avenue,  S  .W. 

Phone:  422-1212  Calgary,  Alberta  T2P  1E5 

Phone:  297-5110 


Workers '  Compensation     Most  industries  in  Alberta  are  covered  by  The  Workers'  Compensation  Act. 

Board  provides  for  the  compensation  of  workers  who  are  injured  in  the 

course  of  their  employment. 

Employers  in  the  industries  covered  by  the  act  are  responsible  for  the 
payment  of  assessments  to  the  Workers'  Compensation  Board.  The 
assessment  is  based  on  the  employer's  payroll  at  a  rate  determined  by  the 
type  of  industry. 

From  these  assessments  the  board  derives  the  necessary  funds  to  administer 
the  act,  which  includes  the  payment  of  compensation,  medical  aid,  pension 
awards  and  rehabilitation  on  behalf  of  injured  workers.  Such  assessments 
are  payable  by  the  employer;  the  act  prohibits  the  employer  from  requiring 
employees  to  contribute  to  the  assessment  or  to  forego  their  right  to 
compensation.  In  return,  the  employer  is  protected  against  legal  action  by 
workers  who  are  injured  during  and  in  the  course  of  their  employment.  For 
industries  included  under  the  act,  all  workers  are  legally  entitled  to 
compensation  benefits  whether  or  not  their  employer  has  established  an 
account  with  the  board.  If  an  account  has  not  been  opened  and  an  accident 
occurs,  the  employer  may  be  held  responsible  for  part  of  the  claim  cost. 
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To  avoid  possible  penalties,  it  is  important  that  the  employer  contact  the 
Workers'  Compensation  Board  to  determine  if  the  industry  is  included 
under  the  act,  and  if  so,  that  an  account  be  opened  within  10  days  of  the 
employment  of  workers. 

For  full  information  concerning  the  employer's  responsibilities  under  The 
Workers'  Compensation  Act,  contact: 

The  Workers'  Compensation  Board 

9912 -  107  Street 
P.O.  Box  2415 
Edmonton,  Alberta  T5J  2S5 
Phone:  427-1246 

or  check  with  the  nearest  Workers'  Compensation  Board  in: 

Calgary  Phone:  297-3460 

Grande  Prairie  Phone:  538-5421         Medicine  Hat  Phone:  529-3624 
Lethbridge  Phone:  381-5339  Red  Deer  Phone:  340-5357 

Employment  Standards     The  Employment  standards  Branch  of  Alberta  Labour  is  responsible  for 

administering  the  employment  standards  provisions  under  The 
Employment  Standards  Code.  Some  of  the  more  important  sections 
include: 

Minimum  Wages 

As  of  April  1 ,  1992:  $5.00  per  hour 

•  Employees  18  years  of  age  or  older  are  entitled  to  at  least  $5.00  per 
hour. 

•  Employees  under  18  years  of  age  and  not  attending  school,  $5.00  per 
hour  including  school  summer  vacation. 

Where  any  period  of  employment  is  less  than  three  consecutive  hours,  the 
employees  shall  be  paid  wages  for  three  hours  at  a  rate  not  less  than  the 
minimum  wage  to  which  they  are  entitled. 

Students  under  18  years  of  age  attending  school 

As  of  April  1,  1992:  $4.50  per  hour 

Where  any  period  of  employment  is  less  than  two  consecutive  hours,  the 
employees  shall  be  paid  wages  for  two  hours  at  a  rate  not  less  than  the 
minimum  wage  to  which  they  are  entitled. 

Hours  of  Work 

The  hours  of  work  in  any  one  day  shall  be  confined  to  a  period  of  12  hours 
including  breaks  as  long  as  there  is  compensation  for  overtime,  if 
applicable. 

Overtime 

Overtime  pay  is  payable  on  all  hours  worked  in  excess  of  eight  in  a  day  or 
44  in  a  week,  whichever  is  the  greater  number  of  hours. 
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Overtime  shall  be  paid  at  a  rate  of  not  less  than  one  and  one-half  times  the 
regular  wage  paid  to  the  employee,  unless:  the  employer  and  the  employee 
agree  in  writing  that  the  employee  be  given  time  off  with  pay  equal  to  the 
number  of  overtime  hours  worked. 

Time  off  in  place  of  overtime  pay  shall  be  provided  and  taken  within  three 
months  of  having  been  worked  at  a  time  that  would  normally  be  a  time  of 
work  for  the  employee. 

Days  of  Rest 

Normally  an  employer  will  provide  at  least  one  day  of  rest  in  each  week, 
but  the  act  allows  a  maximum  of  24  days  of  work  followed  by  four 
consecutive  days  of  rest. 

Vacations  With  Pay 

Employees  are  entitled  to  a  minimum  of  two  weeks  vacation  with  pay  after 
12  months  of  employment  and  three  weeks  vacation  with  pay  after  5  years 
of  employment. 

•  Monthly  paid  employees  receive  vacations  with  pay  based  on  their 
monthly  salary. 

•  Employees  paid  other  than  by  the  month  are  entitled  to  4%  of  their 
regular  wage  for  vacation  pay.  Employees  employed  for  more  than  5 
years  are  entitled  to  6%. 

Vacation  Pay  in  the  Construction  and  Brush  Clearing 
Industry  (except  office  and  plant  employees) 

A  construction  or  brush  clearing  employee  shall  be  paid  6%  regular  wages, 
payable: 

•  On  or  before  December  3 1 ,  each  year  or 

•  When  the  employee  is  given  a  vacation,  the  day  before  vacation 
commences,  or 

•  When  employment  is  terminated  whether  by  the  employer  or  the 
employee,  vacation  pay  is  payable  forthwith  after  the  termination. 

General  Holiday  Pay 

There  are  eight  days  in  the  year  specified  by  the  act  to  be  general  holidays: 
New  Year's  Day,  Alberta  Family  Day,  Good  Friday,  Victoria  Day,  Canada 
Day,  Labour  Day,  Thanksgiving  Day,  Remembrance  Day  and  Christmas 
Day. 

•  When  an  employee  has  worked  30  days  for  an  employer  in  the  12 
months  preceding  the  general  holiday  and  the  general  holiday  occurs 
on  the  employee's  regular  work  day  and  the  employee  does  not 
work,  the  employee  shall  be  paid  a  regular  day's  wages. 

•  If  an  employee  is  required  or  scheduled  to  work  and  is  otherwise 
qualified  for  general  holiday  pay  the  employer  shall  pay  one  and 
one-half  times  the  regular  wage  for  each  hour  worked  on  that  day,  as 
well  as  the  average  daily  wage  for  the  general  holiday.  As  an 
alternative  to  the  payment  of  one  and  one-half  times  the  regular 
hourly  rate  for  hours  worked,  the  employee  may  be  given  a  normal 
working  day  off  with  pay. 
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•  If  a  general  holiday  falls  on  a  day  that  is  not  normally  a  working  day 
for  a  qualified  employee,  but  the  employee  is  required  or  scheduled 
to  work,  the  employer  shall  pay  one  and  one-half  times  the  regular 
wage  for  each  hour  worked  on  that  day. 

•  If  a  general  holiday  to  which  an  employee  is  entitled  falls  within  the 
employee's  annual  vacation,  the  employee  is  entitled  to  another  day 
off  with  pay  on  the  first  day  the  employee  would  have  worked 
following  the  end  of  the  vacation  or,  by  agreement  with  the 
employer,  on  another  working  day  before  the  next  annual  vacation. 

General  Holiday  Pay  in  the  Construction  and  Brush 
Clearing  Industry  (except  office  and  plant  employees) 

Every  employer  shall  pay  to  each  employee  a  sum  equal  to  3.6%  of  regular 
wages  either: 

•  On  or  before  December  3 1 ,  or 

•  When  employment  is  terminated  whether  by  the  employer  or  the 
employee,  general  holiday  pay  is  payable  forthwith  after  termination. 

Termination  of  Employment 

Employees  must  give  the  employer  written  notice  of  their  intent  to 
terminate  their  employment,  of  at  least: 

•  1  week,  if  employed  more  than  3  months  but  less  than  2  years 

•  2  weeks,  if  employed  2  years  or  more 

Employers  wishing  to  terminate  the  employment  of  an  employee  must  give 
the  employee  written  notice  of  termination,  of  at  least: 

•  1  week,  if  employed  more  than  3  months  but  less  than  2  years 

•  2  weeks,  if  employed  2  years  but  less  than  4  years 

•  4  weeks,  if  employed  4  years  but  less  than  6  years 

•  5  weeks,  if  employed  6  years  but  less  than  8  years 

•  6  weeks,  if  employed  8  years  but  less  than  10  years 

•  8  weeks,  if  employed  over  10  years. 

The  employer  may  choose  to  pay  the  wages  the  employee  would  have 
earned  for  the  applicable  period  of  notice,  or  a  combination  of  written 
notice  of  termination  and  the  wages  the  employee  would  have  earned  for 
the  apphcable  period  of  notice.  Some  exceptions  apply;  employees  in  the 
construction  industry  working  on  the  job  site  are  exempt  from  the  above 
requirement. 

Adolescents  and  Young  People 

Adolescents  12  years  old  but  under  15  years  of  age  may,  with  parental 
consent,  be  employed  in  the  following  occupations: 

•  Delivery  person  of  small  wares  for  retail  stores 

•  Clerk  or  messenger  in  an  office 

•  Clerk  in  a  retail  store 

•  Delivery  person  of  handbills  or  flyers 
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They  are  not  allowed  to  be  employed  between  9:00  p.m.  and  the  following 
6:00  a.m. 

Young  people  between  15  and  18  years  of  age  may  be  employed  between 
9:00  p.m.  and  12:00  midnight  in  business  establishments  such  as  service 
stations,  grocery  stores,  food  outlets,  restaurants,  motels  and  hotels;  they 
must  be  under  the  supervision  of  one  or  more  adults,  but  cannot  be 
employed  in  these  businesses  between  12:00  midnight  and  6:00  a.m. 

Young  people  can  be  employed  between  12:00  midnight  and  6:00  a.m.  in 
establishments  such  as  hospitals,  manufacturing  plants,  refineries,  pulp 
mills  and  nursing  homes,  but  must  be  in  the  continuous  presence  of  one  or 
more  adults;  the  employer  must  have  the  written  permission  of  their  parent 
or  guardian. 

Statement  of  Earnings  and  Deductions 

Every  employer  shall,  at  the  end  of  each  pay  period,  provide  each  employee 
with  a  statement  in  writing,  for  retention  by  that  employee,  setting  out  the 
following  information: 

•  Regular  hours  of  work 

•  Overtime  hours  of  work 

•  Wage  rate 

•  Overtime  rate 

•  Wages  paid 

•  Overtime  pay  paid 

•  Time  off  in  place  of  overtime  pay  provided  and  taken 

•  Vacation  pay  paid 

•  General  holiday  paid 

•  Money  paid  in  place  of  notice  of  termination  of  employment 

•  Period  of  employment  covered  by  the  statement 

•  Amount  of  each  deduction  from  the  wages,  overtime  pay  or 
entitlements  of  the  employee  and  the  purpose  for  which  each 
deduction  is  made. 

No  deduction  can  be  made  from  wages,  overtime  pay  or  entitlements  of  an 
employee  for  faulty  workmanship,  cash  shortage  or  loss  of  property  if 
anyone  other  than  the  employee  has  access  to  the  cash  or  property.  Written 
authorization  for  such  a  deduction  is  required  from  the  employee  in  any 
case. 

Maternity  Leave 

An  employee  who  is  pregnant  and  who  has  been  continuously  employed  by 
her  employer  for  at  least  12  months  is  entitled  to  maternity  leave  without 
pay,  consisting  of: 

•  A  period  not  exceeding  18  weeks,  of  which  at  least  six  weeks  must 
be  taken  following  the    date  of  delivery. 

•  A  further  three  weeks  if  she  is  unable  to  return  to  work  at  the  end  of 
the  six-week  period  by  reason  of  medical  conditions  supported  by  a 
medical  certificate. 
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An  employee,  with  the  agreement  of  her  employer,  may  shorten  the 
duration  of  the  six-week  period  following  the  date  of  dehvery  by  providing 
her  employer  with  a  medical  certificate  indicating  that  resumption  of  work 
by  the  employee  will  not  endanger  her  health.  Employees  who  return  to 
work  after  a  maternity  leave  shall  be  reinstated  in  the  same  or  a  similar 
position  with  the  same  wadges,  entitlements  and  benefits. 

Adoption  Leave 

A  male  or  female  employee  employed  12  months  with  the  same  employer  is 
entitled  to  8  weeks  of  unpaid  leave  when  adopting  a  child  under  3  years  of 
age.  An  employee  must  give  the  employer  written  notice  of  leave  at  least  2 
weeks  before  the  expected  custody  of  the  child.  If  2  weeks'  notice  cannot  be 
given,  the  employer  must  be  notified  immediately  after  notice  of  the 
adoption  is  received.  The  employee  must  provide  2  weeks'  written  notice 
before  returning  to  work  or  resigning. 

Employees  returning  from  adoption  leave  must  be  reinstated  in  the  same  or 
a  comparable  position  with  the  same  wages,  entitlements  and  other  benefits 
as  received  when  the  leave  began. 

Farm  Labourers  and  Domestic  Workers 

Farm  labourers  are  covered  under  the  code  for  wage  recovery,  notice  of 
termination,  and  maternity  and  adoption  leave.  Domestic  workers, 
additionally,  are  entitled  to  a  day  of  rest  per  week  and  to  vacation  pay. 
The  information  provided  above  is  a  summary  and  subject  to  change. 
Further  details  and  information  can  be  obtained  from  the  nearest  regional 
Employment  Standards  Office  of  Alberta  Labour. 


Employment  Standards  Offices 


Edmonton 

101, 10339  -  124  Street 
Edmonton,  Alberta  T5N  3W1 
Phone:  427-3731 


Lethbridge 
Phone:  381-5447 


Medicine  Hat 
Phone:  529-3524 


Calgary 

Guiness  House 

727  -  7  Avenue,  S.W. 

Calgary,  Alberta  T2P  0Z5 

Phone:  297-4339 


Red  Deer 
Phone:  340-5153 


St.  Paul 

Phone:  645-6360 


Grande  Prairie 
Phone:  538-5253 
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Labour  Standards 


Although  most  small  businesses  must  comply  with  the  Alberta  Employ- 
ment Standars  Act,  there  are  a  few  small  businesses  which  fall  within 
federal  labour  jurisdiction. 

The  Canada  Labour  code  applies  mostly  to  businesses  that  are 
interprovincial  or  provide  interprovincial  services,  such  as: 


highway  transport  (interprovincial) 
telephone,  telegraph  and  cable  systems 
pipelines  (interprovincial) 


Also  included  are: 


radio  and  television  broadcasting 
air  transport 
grain  elevators 

flour  and  feed  mills,  feed  warehouses  and  grain  seed  cleaning 
plants 


For  information,  please  contact: 

Labour  Canada 


302,  Energy  Square  161 ,  220  -  4th  Avenue,  S  .E. 

10109  -  106  Street  Calgary,  Alberta  T2G  4X3 

Edmonton,  Alberta  T5J  3L7  Phone:  292-4566 


Unions  and  Employee     if  an  employer  is  approached  by  employees  who  have  formed  their  own 
Associations     ^^ociation  or  trade  union  and  are  seeking  voluntary  recognition  for 
negotiating  a  collective  agreement  covering  terms  and  conditions  of 
employment,  or  if  the  employer  is  approached  by  a  business  agent  from  a 
recognized  trade  union  seeking  voluntary  recognition,  the  employer  should 
contact: 

The  Labour  Relations  Board 


Alberta  Labour 

Edmonton 

10808  -  99  Avenue 

Edmonton,  Alberta  T5K  0G5 

Phone:  427-8547 


Calgary 

Deerfoot  Junction 
Tower  3, 1212  -  31  Avenue,  N.E. 
Calgary,  Alberta  T2E  7S8 
Phone:  297-4347 


For  information  regarding  arbitration,  conciliation  or  mediation,  contact: 


Mediation  Services  Branch 
Alberta  Labour 


Edmonton 
10808  -  99  Avenue 
Edmonton,  Alberta  T5K  0G5 
Phone:  427-8301 


Calgary 

Deerfoot  Junction 
Tower  3, 1212  -  31  Avenue,  N.E. 
Calgary,  Alberta  T2E  7S8 
Phone:  297-4333 
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Occupational  Health     As  required  by  the  Occupational  Health  and  Safety  Act  every  employer 
and  Safety  everything  reasonably  possible  to  prevent  work  place  injury  and 

illness  and  protect  the  health  and  safety  of  their  workers.  Further,  the 
employer  must  make  each  employee  aware  of  their  responsibilities  and 
duties  in  the  prevention  of  work  site  injury  and  illness. 


Alberta  Occupational  Health  and  Safety  has  personnel  and  resources 
available  to  all  Alberta  employers  to  assist  in  the  prevention  of 
occupational  injury  and  illness  and  in  the  protection  of  the  worker  within 
the  workplace. 

Employers  who  fail  to  protect  their  workers  and  prevent  occupational 
injury  and  illness  are  subject  to  prosecution  and  fines. 

For  full  information  concerning  eduction,  consultation  or  advice  for  the 
prevention  of  occupational  injury  and  illness  and  the  protection  of  workers, 
contact: 


Edmonton  Region 

9321  -48  Street 
Edmonton,  Alberta  T6B  2R4 
Phone:  427-8848 


Calgary  Region 
1021  -  10  Avenue,  S.W. 
Calgary,  Alberta  T2R  0B7 
Phone:  297-2222 


North  Central  Region 

9321  -48  Street 
Edmonton,  Alberta  T6B  2R4 
Phone:  422-6608 

Northwest  Region 

3rd  Hoor,  10320  -  99  Street 
Grande  Prairie,  Alberta  T8V  6J4 
Phone:  538-5249 


Southern  Region 

3rd  Roor,  Chancery  Court 
220  -  4  Street,  S. 
Lethbridge,  Alberta  Tl  J  4J7 
Phone:  381-5522 

Central  Region 

6th  Floor,  4920-51  Street 
Red  Deer,  Alberta  T4N  5 Y5 
Phone:  340-5170 
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Taxes 

Chapter  Five  == 


The  three  levels  of  government  in  Canada  (federal,  provincial  and 
municipal)  have  distinct  responsibilities  and  taxing  authority.  The  federal 
government  has  given  general  taxing  powers  and  can  levy  income  tax, 
capital  tax,  excise  and  sales  tax  and  customs  duties.  The  provinces  were 
given  additional  taxation  powers  which  also  allow  revenue  from  income 
tax,  sales  tax  and  resource  royalties,  permit  and  licensing  levies.  Currently, 
Alberta  has  no  sales  tax.  Some  provincial  responsibilities  have  been 
delegated  to  municipalities,  which  levy  taxes  upon  real  estate  and  business, 
usually  on  the  basis  of  the  value  of  the  property  occupied  and  the  type  of 
business  conducted.  Alberta  has  among  the  lowest  rates  of  personal  and 
small  business  income  tax  in  Canada. 

Income  taxes  must  be  paid  by  all  individuals  and  corporations  resident  in 
Canada  from  all  sources  of  income  received  or  receivable  during  the 
taxation  year.  Most  expenses  in  the  normal  course  of  operating  a  business 
are  fully  deductible  from  the  revenues  of  the  business.  For  example,  wages 
and  salaries,  cost  of  sales,  office  expenses  and  freight  costs  are  fully 
deductible. 


Capital  Cost  Allowance     Th®  cost  of  permanent  assets  is  not  deducted  in  the  same  way  as  operating 
(depreciation)     ^^P^"^^^  when  calculating  your  taxable  business  income. 


Assets  such  as  buildings,  equipment  and  motor  vehicles  wear  out  or 
become  obsolete  over  time  and  must  be  replaced.  This  is  referred  to  as 
depreciation.  For  income  tax  purposes,  a  depreciation  adjustment  called  a 
"Capital  Cost  Allowance"  (CCA)  can  be  deducted  against  taxable  income. 
It  is  calculated  on  a  diminishing  balance  basis  with  rates  that  vary  from  4% 
to  100%,  depending  upon  the  type  of  asset  and  "class"  assigned  by  Revenue 
Canada.  To  determine  what  property  you  can  claim,  the  rates,  how  to  claim 
your  Capital  Costs  Allowance  and  other  current  information,  contact 
Revenue  Canada  (address  page  26). 

Income  taxes  can  be  an  important  but  complicated  aspect  of  running  your 
business.  To  protect  your  interests,  consult  an  accountant. 


Limited  Companies     Corporate  income  tax  rates  vary  depending  on  the  type  of  business  or 

business  activity  and  on  the  net  income  of  the  company.  A  lower  small 
business  tax  rate  applies  to  the  first  $200,000  of  active  business  income 
earned  by  Canadian  controlled  private  corporations.  Manufacturing  and 
processing  (M  &  P)  corporations  also  qualify  for  a  special  rate  on  certain 
income  not  eligible  for  the  small  business  deduction.  The  general  business 
rate  applies  to  income  not  eligible  for  the  small  business  deduction  or  the 
M  &  P  deduction. 

Corporate  residents  in  Alberta  must  submit  income  tax  returns  separately  to 
the  Federal  Government  and  to  the  Alberta  Government. 
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The  latest  tax  rates  and  Alberta  Corporation  Income  Tax  forms  are 
available  from: 


Alberta  Treasury,  Corporate  Tax  Administration 


Edmonton 

Sir  Frederick  W.  Haultain  Building 
9811  -  109  Street 
Edmonton,  Alberta  T5K  2L5 
Phone:  427-0712 


Calgary 

Suite  500,  JJ.  Bowlen  B 
uilding 

620  -  7th  Avenue,  S.W. 
Calgary,  Alberta  T2P  0Y8 
Phone:  297-5200 


Although  the  tax  rates  vary  from  year  to  year,  the  following  effective 
combined  federal-provincial  corporate  tax  rates  are  given  for  comparative 
purposes: 

Asof  July  1, 1992 
General  Rate  Small  Business  Rate  M  &  P  Rate 


44.34 


18.84 


38.84 


Different  forms  of  income  such  as  interest,  royalties,  income  from  foreign 
subsidiaries,  capital  gains  or  dividends  are  treated  differently,  making 
business  taxes  complicated  and  constantly  changing.  Unlike  mdividuals, 
corporations  may  have  a  taxation  year  end  other  than  the  calendar  year 
end.  The  corporation  calculates  and  pays  its  tax  on  the  basis  of  this  period. 
In  simplified  terms,  a  corporation  must  pay  by  instalment  to  Revenue 
Canada  at  the  end  of  each  month  of  its  fiscal  period,  one-twelfth  of  either 
its  estimated  tax  for  the  year  or  the  tax  paid  in  the  previous  taxation  year. 
After  the  year  end,  the  corporation  calculates  its  actual  tax  for  the  year  and 
within  two  months  of  the  year  end,  pays  any  balance  owing  in  addition  to 
the  instalments,  except  where  the  small  business  deduction  was  allowed  in 
the  previous  year,  in  which  case,  a  three-month  period  is  allowed.  If  there 
is  no  tax  owing,  the  corporation  has  up  to  six  months  after  the  fiscal  year 
end  to  file  its  return.  Open  a  corporate  instalment  account  as  soon  as 
business  operations  commence. 

Profits  and  losses  may  be  offset  over  a  seven-year  period.  Business  losses 
may  be  carried  back  one  year  or  forward  five  years  and  be  deducted  in 
computing  taxable  income. 

Additional  information  should  be  obtained  from  an  accountant  or  Revenue 
Canada  Taxation  (address  page  26). 


Proprietorships  and 
Partnerships 


Proprietorships  and  partnerships  can  deduct  the  same  expenses  as 
corporations  from  taxable  income,  i.e.,  those  expenses  incurred  in  pursuit 
of  earning  business  income.  Partners  are  taxed  personally  on  their  share  of 
the  business  income  of  the  partnership.  Proprietors  or  partners  must  remit 
quarterly  tax  instalments  in  advance  after  making  allowances  for  approved 
deductions.  Four  instalments  must  be  made  and  must  be  equal  to  one- 
quarter  of  either  the  taxpayer's  estimate  of  his  tax  for  the  year  or  tax  for  the 
previous  year.  The  taxpayer  calculates  actual  tax  for  the  year  on  or  before 
April  30  of  the  following  year  and  pays  any  amount  owed  in  excess  of  the 
instalment  or  claims  a  refund.  To  open  an  instalment  account  and  obtain 
additional  information,  call  Revenue  Canada. 


25 


Revenue  Canada  Contacts  for  Corporations, 
Proprietorships  and  Partnerships: 


Edmonton 
9700  Jasper  Avenue 
Edmonton,  Alberta  T5J  4C8 
Phone:  495-3624 

Longdistance:  1-800-661-1966 


Calgary 

Harry  Hays  Building 
220-4  Avenue,  S.E. 
Calgary,  Alberta  T2G  OLl 
Phone:  292-4101 


Goods  and  Services  Tax    The  Goods  and  Services  Tax  (GST)  is  a  broad-based,  value-added  tax.  The 
(C  ST)     responsibility  and  obligation  to  both  collect  and  remit  the  GST  has  been 
^  passed  onto  the  business  community  by  the  Federal  Government.  Alberta 

business  owners  have  to  register  for  the  GST  if  they  have  revenues 
exceeding  $30,000  annually.  Those  with  revenues  under  that  amount  may 
register,  but  can  also  de-register  if  they  find  the  paperwork  too  much. 

However,  once  a  company  has  registered  with  the  Federal  Government  for 
GST  purposes,  it  has  to  file  a  regular  return.  Businesses  can  file  the  GST 
return  on  a  monthly,  quarterly  or  annual  basis.  If  the  business  has  sales  of 
$500,000  to  $6  million,  it  must  file  on  a  monthly  basis,  but  if  the  business 
has  sales  of  $30,000  to  $500,000  it  may  choose  to  file  on  either  a  quarterly 
or  an  annual  basis. 


The  benefit  of  registering  for  the  GST  is  that  it  allows  business  owners  a 
credit  to  recover  GST  they  paid  on  goods  used  to  provide  taxable  goods  and 
services. 


Registrants  who  purchase  taxable  goods  or  services  have  to  pay  the  GST  on 
their  purchases,  and  collect  the  GST  on  their  taxable  sales.  If  the  GST 
collected  is  greater  than  the  GST  paid,  then  the  difference  is  sent  to 
Revenue  Canada,  Customs  and  Excise.  If  the  GST  collected  is  less  than 
that  paid,  then  a  refund  may  be  claimed.  Businesses  which  are  not 
registered  are  not  eligible  to  claim  any  refunds  on  GST  paid.  There  are 
requirements  of  the  GST  which  affect  the  operation  of  a  business,  e.g.,  GST 
registration  number  on  all  sales  receipts  and  invoices.  Also  a  number  of 
goods  or  services  are  defined  as  exempt  or  zero-rated  under  The  Excise  Tax 
Act.  Businesses  should  consult  their  local  branch  of  Revenue  Canada  to 
determine  what  goods  or  services  may  fall  into  these  categories. 

By  doing  the  proper  research  into  how  the  GST  may  affect  your  business, 
you  could  save  yourself  a  lot  of  paperwork  in  the  long  run.  The  GST  offices 
have  counsellors  to  help  you  determine  exactly  how  you  will  be  affected  by 
the  tax  when  you  start  a  business. 

Business  owners  should  contact  the  GST  branch  of  Revenue  Canada 
nearest  them: 

Lx)cal  Long  Distance 

Edmonton  421-8100  1-800-661-0005 
Calgary  292-6990  1-800-661-0005 
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Excise  Tax     Excise  tax  is  a  tax  that  is  applied  on  the  selling  price  of  particular  types  of 
goods  manufactured  or  produced  in  Canada,  such  as  jewellery,  cigarettes, 
tobacco,  wines  and  watches.  Manufacturers  and  producers  of  excisable 
goods  must  operate  under  an  excise  tax  license  if  sale  revenues  exceed 
$50,000  annually. 

In  some  cases,  when  a  manufacturer  or  producer  exports  manufactured 
goods,  excise  taxes  may  not  be  payable. 

All  enquiries  concerning  excise  taxes  should  be  directed  to: 


Revenue  Canada  Customs  and  Excise 


Edmonton 
Customs  and  Excise 
District  Excise  Office 
1500  Park  Square 
10001  Bellamy  Hill  Road 
Edmonton,  Alberta  T5J  4P5 

Phone:  497-6300  or  1-800-661-0005 


Calgary 

District  Excise  Office 

4th  Floor,  555  -  4  Avenue,  S.W. 

Calgary,  Alberta  T2P  3E7 

Phone:  221-3001  or  1-800-661-0005 


Customs  Duties  importers  do  not  need  an  import  license.  All  imported  goods  are  subject  to 
customs  clearance,  which  might  entail  the  payment  of  customs  duties  and 
taxes. 


The  system  is  complex,  with  many  detailed  regulations  governing 
invoicing,  classification  of  goods,  import  control  and  documentation.  You 
are  advised  to  seek  information  from  the  nearest  customs  office. 


For  information  contact  Revenue  Canada  Customs  Operations  in  Red  Deer, 
Medicine  Hat,  Lethbridge  or: 

Edmonton  Calgary 

Room  800, 10242  -  105  Street  Room  272, 220  -  4th  Avenue,  S.E. 

Edmonton,  Alberta  T5J  4H8  Calgary,  Alberta  T2G  0X3 

Phone:  495-3400  Phone:  292-4660 


Municipal  Taxes     Property  taxes  are  levied  at  the  local  level  on  business  owners.  There  is  an 
assessment  of  65%  on  buildings  and  land,  based  on  market  value  in  the 
base  year  of  general  assessment  in  the  municipality.  The  amount  of  tax 
payable  depends  upon  the  mill  rate  of  the  municipality.  Some 
municipalities  also  levy  local  business  tax.  For  further  information 
regarding  property  taxes,  contact  the  local  municipal  authority  or  council 
for  your  area. 
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Business  Records    From  time  to  time,  a  business  can  expect  to  have  its  books  and  records 
audited  by  various  provincial  and  federal  authorities.  They  include: 


•  Workers'  Compensation  Board. 

•  Employment  Standards  Branch. 

•  Revenue  Canada  Source  Deductions  (for  Unemployment  Insurance, 
Canada  Pension  Plan  and  employee's  tax  contributions  deducted  at 
source). 

•  Revenue  Canada  Customs  and  Excise  (for  federal  sales  tax). 

•  Revenue  Canada  (for  income  tax). 

Unless  specific  written  permission  from  Revenue  Canada  Taxation  is 
obtained,  all  business  records  and  supporting  documents  such  as  sales  and 
purchase  invoices,  contracts,  bank  statements  and  cancelled  cheques  must 
be  retained.  They  should  be  kept  in  an  orderly  manner  at  the  place  of 
business  or  designated  record  office.  The  books  must  be  kept  until  a  tax  and 
payroll  audit  have  been  completed  or  at  least  four  years  after  the  taxation 
year  covered  and,  at  that  time,  permission  to  destroy  the  records  may  be 
given. 

Some  records  must  be  kept  indefinitely.  These  include  the  minute  book  of 
meetings  if  the  company  is  incorporated,  share  records,  general  and  private 
ledger  sheets,  special  contracts  and  agreements,  and  the  general  journal  if 
it  is  essential  to  the  understanding  of  the  general  ledger  entries. 

The  Employment  Standards  Act  requires  employers  to  retain  employment 
records  for  at  least  three  years  from  the  date  each  record  is  made. 

Revenue  Canada  has  many  guides  and  booklets  which  should  be  obtained 
and  used  by  all  businesses.  Contact: 


Phone:  423-4044  or  1-800-661-4597    Phone:  292-4225  or  1-800-472-9701 


Revenue  Canada  Taxation 


Edmonton 

9700  Jasper  Avenue 

Edmonton,  Alberta  T5J  4C8 


Calgary 

220-4  Avenue,  S.E. 
Calgary,  Alberta  T2G  OLl 
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Intellectual  Property  Rights  and  Other 
Items  of  General  Interest 

Chapter  Six  ==^^^^^^^^^^=^^=^^^^^==== 

The  laws  concerning  patents,  trademarks,  copyrights  and  industrial  designs 
can  be  complicated.  It  is  advisable  to  seek  help  from  registered  patents  and 
trademark  attorneys.  The  purpose  of  these  laws  is  to  allow  the  inventor  to 
exploit  commercial  applications  by  protecting  the  invention  from 
duplication  by  others,  for  a  limited  time. 

Patents     a  patent  can  be  issued  for  up  to  17  years  (depending  on  the  nature  of  the 
product),  during  which  time  it  excludes  others  from  using  an  invention  in 
Canada.  The  invention  may  be  for  a  new  machine,  article,  process  or  other 
technological  development  or  improvement  that  would  not  have  been 
obvious  beforehand  to  specialists  in  the  technology. 

Canadian  patents  provide  protection  only  in  Canada,  but  Canadians  may 
patent  abroad.  No  annual  fees  are  required  to  renew  a  patent.  Patented 
inventions  must  be  worked  in  this  country  within  three  years  of  patenting. 
Manufacturers  considering  producing  new  products  should  first  check  to 
ensure  that  no  patents  will  be  infringed  upon. 

Information  on  filing  applications  for  patents,  as  well  as  a  copy  of  The 
Patent  Act,  may  be  obtained  from: 

Commissioner  of  Patents 

Department  of  Consumer  and  Corporate  Affairs 

Place  du  Portage 
Phase  1, 10th  Floor 
50  Victoria  Street 
Ottawa-Hull,  Canada  Kl  A  0C9 
Phone:  (819)  997-1936 

Trademarks     a  trademark  is  a  distinguishing  mark,  work  or  design  used  in  association 
with  particular  goods  or  services.  A  trademark  must  be  used  before  it  can 
be  registered.  A  registered  trademark  endures  for  15  years  and  can  be 
renewed. 

There  are  certain  regulations  governing  trademark  registration. 
Information  can  be  obtained  from: 

Registrar  of  Trademarks 

Department  of  Consumer  and  Corporate  Affairs 

Place  du  Portage 
Phase  1, 2nd  Floor 
50  Victoria  Street 
Ottawa-Hull,  Canada  Kl  A  0C9 
Phone:  (819)  997-1420 
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Copyrights     The  original  of  every  literary,  dramatic,  musical  or  artistic  piece  is 

automatically  protected  by  copyright  upon  creation.  The  copyright  applies 
in  all  countries  signatory  to  the  International  Copyright  Convention, 
including  the  United  States  and  Britain,  providing  that  the  artist  is  a  citizen 
of  one  of  those  countries. 


The  term  of  copyright  for  written  works  is  the  life  of  the  author  plus  50 
years.  For  sound  recordings  and  photographs,  it  is  50  years  from  the  date  of 
the  original  negative  or  recording.  For  further  information  contact: 


Commissioner  of  Patents 
Ottawa-Hull,  Canada  Kl  A  0C9 
Phone:  (819)  997-1936 


Industrial  Designs     The  outward  appearance  of  an  article  of  manufacture,  i.e.,  its  particular 

shape,  pattern  or  ornamentation,  may  be  registered  as  an  industrial  design. 
A  registered  industrial  design  cannot  be  identical  or  similar  to  others 
already  registered. 


Registration  provides  exclusive  rights  to  the  design  for  five  years,  and  can 
be  renewable  for  an  additional  five  years.  To  register  a  design,  you  must 
file  a  drawing  and  description  with: 


Commissioner  of  Patents 
Ottawa-Hull,  Canada  KIA  0C9 
Phone:  (819)  997-1936 


Metric  Conversion     in  1970,  the  federal  parliament  unanimously  endorsed  the  White  Paper  on 
Metric  Conversion  whereby  length,  weight,  quantity,  mass,  temperature 
and  other  units  of  measurement  will  be  changed  to  the  metric  system.  Well 
over  95%  of  the  world's  population  is  using  or  converting  to  the  metric 
system. 

A  moratorium  has  been  placed  on  the  legislation.  However,  metrication  is 
very  important  to  businesses  that  plan  to  export  outside  of  North  America. 
For  information  contact  Federal  Department  of  Consumer  and  Corporate 
Affairs,  Weights  and  Measures  (address  page  31). 


Packaging  and  Labelling     The  Federal  Department  of  Consumer  and  Corporate  Affairs  regulates 

packaging  information  on  all  prepackaged  consumer  products.  The 
following  information,  in  French  and  English,  must  be  clearly  visible  on 
the  label  of  prepackaged  products: 


Identity  of  the  product 

Product's  net  quantity  in  metric  units  or  Canadian  units  of 
measure 

Identity  and  principal  place  of  business  of  the  manufacturer  or  the 
person  for  whom  the  product  was  manufactured. 
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The  Precious  Metals  Marketing  Act  regulates  articles  made  wholly  or 
partly  of  precious  metals,  such  as  jewellery,  silverware,  watches  and  pens. 
All  hazardous  or  dangerous  products  must  be  marked  according  to  the 
Hazardous  Products  Act.  The  Textile  Labelling  Act  requires  that  textiles  be 
labelled  with  the  fibre  content  for  wearing  apparel,  fabrics  sold  by  the 
piece,  and  household  textiles.  This  act  also  regulates  the  advertising,  sale 
and  import  of  all  consumer  textile  fabric  products.  For  further  information 
regarding  packaging  contact: 


Federal  Department 
of  Consumer  and  Corporate  Affairs 


Edmonton 
10225  -  100  Avenue 
Edmonton,  Alberta  T5J  OAl 
Phone:  495-2485 


Calgary 

3rd  Hoor,  510-12  Avenue,  S.W. 
Calgary,  Alberta  T2R  0H3 
Phone:  292-5604 


Weights  and  Measures     All  equipment  that  weighs  or  measures  products  (such  as  scales  and 

pumps)  must  be  inspected  and  approved  by: 

Federal  Department 
of  Consumer  and  Corporate  Affairs 

Edmonton  Calgary 

10225  -  100  Avenue  3rd  Floor,  510-12  Avenue,  S.W. 

Edmonton,  Alberta  T5 J  OA  1  Calgary,  Alberta  T2R  0H3 

Phone:  495-2485  Phone:  292-5604 

New  equipment  requiring  installation  must  be  inspected  when  operational 
but  before  commercial  use.  Moveable  equipment  can  be  inspected  before 
shipping.  If  used  equipment  is  acquired,  the  department  must  also  be 
notified. 

Inspectors  of  the  Weights  and  Measures  Branch  make  regular  surprise 
inspections  to  ensure  that  the  equipment  is  accurate.  Therefore,  you  are 
required  to  keep  them  notified  as  to  the  whereabouts  of  the  equipment. 

Canada  and  Alberta  welcome  permanent  setders  who  have  the  necessary 
know-how  and  capital  to  establish  a  business.  If  Canadian  immigration 
authorities  are  satisfied  about  the  feasibility  of  the  business  proposal  and  all 
other  immigration  requirements  are  met,  such  as  good  health,  good 
character,  etc.,  it  is  possible  that  landed  immigrant  status  will  be  granted. 

It  is  necessary  to  apply  for  landed  immigrant  status  while  still  outside 
Canada.  Full  citizenship  can  be  applied  for  after  three  years  residence  in 
Canada  as  a  landed  immigrant.  Further  information  may  be  obtained  from 
the  nearest  Canadian  embassy  or  consulate  or  by  writing  the  Canada 
Employment  and  Immigration  Commission  Ottawa,  Ontario. 


Immigration  and 
Citizenship 
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In  Alberta,  contact: 


•  Canada  Immigration  Centres  or 

•  Alberta  Immigration  and  Settlement  Services 

•  Advanced  Education  and  Career  Development. 


Phone:  427-0537. 


Checklist  for  Starting  a 
Business  in  Alberta 


Develop  a  detailed  business  plan  to  determine  the  feasibility  of  the 
venture. 


Contact  the  local  office  of  Alberta  Economic  Development  and 


Tourism  for  individual  business  counselling,  if  you  have  questions. 
Use  your  business  plan  to  shop  for  equity  or  venture  capital,  or  debt 
financing. 

Obtain  financial  commitments  before  proceeding  with  start-up  costs. 

Register  your  business  name  with  Corporate  Registry  if  you  intend  to 

operate  as  a  sole  proprietor  or  parmership. 

Contact  Corporate  Registry  if  you  are  going  to  incorporate  your 

business. 

Contact  the  local  zoning  or  licensing  authority  in  your  city,  town  or 

municipality  to  obtain  local  operating  sanctions. 

Obtain  the  proper  provincial  and/or  federal  licenses.  For  most 

businesses,  this  would  mean  contacting  the  licensing  section  of  the 

Consumer  Relations  Division,  Alberta  Consumer  and  Corporate 

Affairs. 

All  manufacturers  or  producers  of  goods  (including  re- 
manufacturers  and  re-builders)  must  obtain  a  manufacturers  excise 
tax  license  from  Revenue  Canada  Excise. 
Register  your  business  for  GST. 

Register  your  company  with  the  Workers'  Compensation  Board. 
Contact  Revenue  Canada  Source  Deductions  to  obtain  an  employer's 
account  number  for  Unemployment  Insurance  and  Canada  Pension 
Plan  deductions. 

Contact  Revenue  Canada  to  open  an  account  for  instalment  payment 
of  income  taxes. 

If  you  employ  five  or  more  people,  register  with  the  Health  Care 
Insurance  Commission. 

Ensure  that  you  comply  with  the  pertinent  labour  regulations, 
contacting  the  Employment  Standards  Branch  of  Alberta  Labour. 
Contact  Alberta  Advanced  Education  and  Career  Development  and 
Canada  Employment  and  Immigration  Commission  if  assistance  is 
required  to  locate  and/or  train  new  employees. 
Some  businesses  require  special  licenses  or  permits.  For  larger 
projects,  contact  Alberta  Economic  Development  and  Tourism  for 
guidance. 

Obtain  appropriate  insurance,  leases  and  other  operating  needs.  See 
other  guides  in  this  series. 


32 


Buying  a  Business 

Chapter  Seven  ===^=^^= 


Buying  a  business  can  be  very  complicated.  The  buyer  should  consult  with 
a  lawyer  and  an  accountant.  Agreements  should  be  in  writing  and  cover  all 
essential  points,  particularly  what  assets  are  to  be  purchased,  what 
liabilities  are  to  be  assumed  and  when  the  business  is  to  be  taken  over. 


EvuluClting  a  Business     The  decision  to  buy  a  business  can  be  one  of  the  more  important 

judgements  in  your  life.  Yet  a  surprising  number  of  people  rush  into  this 
type  of  transaction  without  adequate  investigation.  Take  time  to  obtain  as 
much  information  as  possible  about  the  business.  Often  the  buyer  is 
tempted  to  quickly  make  a  bid  for  the  business  to  avoid  missing  a  golden 
opportunity.  However,  the  buyer  as  an  investor  should  remember  the  effort 
that  was  required  to  earn  the  money  to  be  invested  and  realize  the  liabiUties 
that  could  occur  should  the  business  fail. 

It  is  wise  to  ascertain  why  the  business  is  for  sale.  The  seller  may  give  ill 
health  as  the  reason  for  selling  but  the  true  reason  may  be  a  declining 
business.  The  buyer  may  figure  that  with  better  management  the  business 
can  be  improved,  but  in  many  cases  this  is  an  exercise  in  disillusionment. 

Attempt  to  determine  if  the  type  and  size  of  the  business  you  contemplate 
buying  is  compatible  with  your  interests,  talents,  personality  and  capital.  Be 
sure  you  can  adequately  finance  the  purchase  of  the  business  plus  allow  for 
sufficient  operating  capital.  Once  the  deal  has  been  struck,  the  takeover 
should  be  effected  as  soon  as  possible  to  avoid  inventory  depletion  or  the 
creation  of  ill-will.  A  sales  agreement  or  contract  should  not  be  signed 
without  a  lawyer's  advice. 

If  purchasing  the  accounts  receivable,  carefully  assess  their  coUectability. 
Old  accounts  should  be  properly  discounted  to  reflect  the  difficulties 
associated  with  collection.  The  buyer  should  also  review  with  the  seller  all 
liabilities  that  might  be  assumed.  An  attempt  should  be  made  to  discover  if 
there  are  any  liens,  unpaid  bills,  chattel  mortgages,  back  taxes,  etc.,  not 
shown  on  the  balance  sheet.  All  liabilities  to  be  assumed  by  the  buyer 
should  be  put  in  writing. 


Tangible  and 
Intangible  Assets 


You  may  chose  to  purchase  the  assets  but  not  the  liabilities  of  the  company. 
The  assets  of  the  company,  both  tangible  and  intangible,  should  be 
reviewed  to  determine  their  value  and  to  make  sure  they  are  transferable. 


Tangible  assets  include: 
Inventory 
Furniture 
Building 
Land  leases 
Accounts  receivable 


ntangible  assets  include: 
Business  reputation 
Customer  lists 
Image 

Supplier  relations 
Trademarks 
Copyrights 
Trained  personnel 
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Profit  Potential  The  only  true  method  of  evaluating  the  worth  of  a  business  is  to  ascertain 
its  profit  potential.  Obtain  the  business's  financial  records  for  at  least  the 
past  three  years.  Carefully  analyze  records  such  as: 

•  Past  balance  sheets 

•  Profit  and  loss  statements 

•  Tax  returns 

•  Purchases  and  sales 

•  Bank  deposits 

If  the  seller  will  not  provide  these  figures  it  could  be  a  warning  sign  that 
something  might  be  amiss.  With  the  benefit  of  this  information,  attempt  to 
project  the  profitability  of  the  business. 

The  determining  factor  in  arriving  at  a  price  is  the  earning  potential  of  the 
business.  It  makes  no  difference  how  much  time  or  money  a  previous 
owner  has  put  into  the  business,  you  want  to  make  sure  that  you  can  get  a 
fair  return  for  your  time  and  money.  Three  things  to  consider  are: 

Fixed  Assets  -  What  is  their  market  value  and  replacement  value? 
Goodwill  -  (Intangible  asset).  This  is  only  worth  something  if  it 
will  generate  extra  revenue  in  the  future;  if  it  won't,  then  don't 
pay  for  it. 

Opportunity  Cost  -  Given  the  same  amount  of  risk  and  hard  work, 
what  would  other  investments  show  as  a  return?  How  does  this 
compare  with  your  business? 

Additional  information  on  buying  a  business  can  be  found  in  the  pamphlet 
"Buying  a  Business." 
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Franchises 

Chapter  Eight  === 


Franchising  as  a  way  of  doing  business  has  expanded  rapidly  in  the  past 
thirty  years.  For  some,  it  has  brought  wealth  and  personal  satisfaction,  but 
for  most  it  has  meant  hard  work  and  personal  commimient  to  allow  their 
franchise  to  provide  them  with  a  livelihood.  The  franchise  partnership  is  a 
difficult  one  that  depends  upon  the  integrity  and  competence  of  the 
franchisor  and  the  hard  work  and  cooperation  of  the  franchisee.  However, 
the  basic  business  concept  of  franchising  is  sound  and  may  offer  good 
prospects. 

Franchising  has  grown  from  traditional  businesses  such  as  automobile 
dealerships  and  service  stations  to  fast  food  outlets,  correspondence 
schools,  cleaning  services,  photo  studios,  income  tax  and  many  other  retail 
and  service  sector  businesses. 

It  is  the  success  of  the  major  franchisors  that  has  caused  many  aspiring  new 
business  to  consider  the  franchise  as  a  means  of  starting  a  business. 

Failure  rates  of  reputable,  financially  sound  franchise  firms  are  lower  than 
that  of  comparable  independent  firms.  However,  fi-anchises  are  not  a 
guarantee  for  success.  Caution  and  careful  business  analysis  must  be 
exercised  in  evaluating  a  franchise  opportunity.  Many  myths  still  exist 
concerning  franchises  that  provide  large  returns  for  little  effort  and  capital 
investment. 

Some  people  have  been  attracted  to  franchise  deals  for  which  they  are 
unsuited  or  have  not  thoroughly  examined  the  franchise  agreement. 


The  franchise  contract  spells  out  the  relationship  between  the  franchisee 
and  the  franchisor.  It  describes  the  initial  and  ongoing  assistance  of  the 
franchisor  and  the  financial  and  operational  contribution  of  the  franchisee. 
All  verbal  promises  made  by  each  party  should  be  written  into  the 
agreement,  and  the  document  checked  by  a  lawyer. 

Check  your  franchise  contract  carefully: 

•  Ensure  that  the  territory  you  are  given  is  a  reasonable  size  and  will 
not  be  encroached  upon  by  other  franchises  or  the  franchisor. 

•  Ensure  that  you  are  familiar  with  the  restrictions  in  the  contract.  For 
example,  the  contract  may  stipulate  that  the  franchisor's  standards 
of  operation  must  be  dictated,  including  hours  of  work,  whom  you 
may  employ,  recipes,  foed  portions,  record  keeping  methods,  hiring 
and  firing  practices,  etc. 

•  Check  the  clause  dealing  with  its  termination.  The  franchisor  will 
probably  insist  upon  the  right  to  cancel  or  not  renew  a  contract  with 
a  franchisee  who  is  liable  to  endanger  the  image  of  all  outlets  by 
running  an  unacceptable  operation.  This  threat  of  cancellation  of  the 
contract  sometimes  causes  the  franchisee  to  suffer  great  insecurity, 
especially  when  making  a  heavy  investment  in  inventory  and  putting 
considerable  time  and  effort  into  the  franchise.  Therefore,  you  may 
be  forced  to  accept  company  policies  you  believe  to  be  unsound. 
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The  Franchise 
Agreement 


•  Franchisees  who  wish  to  terminate  the  contract  are  often  restricted 
on  how  and  to  whom  they  may  dispose  of  the  business  and  how 
much  money  they  can  charge  for  it.  The  franchisor  must  usually 
agree  to  the  new  franchisee.  In  some  cases  the  franchisor  promises  to 
buy  back  the  operation  should  the  franchise  fail.  However,  on  only 
very  rare  occasions  will  a  franchisor  share  directly  in  financial  loss. 
A  franchisee  who  is  forced  to  sell  back  to  the  franchisor  because  the 
contract  has  expired  or  has  been  cancelled  can  expect  to  receive  only 
the  book  value  of  the  business  and  no  compensation  for  goodwill  or 
other  intangibles. 

Franchise  Costs     Some  franchisors  charge  no  fee  and  others  charge  many  thousands  of 

dollars.  The  prospective  franchisee  should  be  familiar  with  what  he  or  she 
is  buying.  For  example,  the  franchise  fee  might  be  for: 

•  Use  of  the  company  name 

•  Business  form  and  operating  method 

•  Initial  training 

•  Assistance  in  selecting  a  location 

•  Help  finding  appropriate  financing 

•  Expertise  in  getting  the  business  started 

When  the  franchisor  provides  ongoing  assistance  such  as  providing 
inventory,  business  counselling,  advertising,  accounting,  etc.,  there  can  be 
monthly  fees  attached  or  a  percentage  of  sales  charged.  Sometimes  a 
percentage  of  profit  figure  is  used,  usually  based  on  gross  sales.  Often  a 
franchisor  will  charge  no  monthly  fees  but  will  profit  from  selling 
inventory  to  the  franchisee. 

The  percentage  of  gross  sales  charged  can  range  from  2%  to  15%, 
depending  on  the  service  rendered  by  the  franchisor.  The  franchisee  may  be 
expected  to  spend  a  percentage  of  sales  for  local  advertising,  besides 
remitting  to  the  franchisor  money  for  national  advertising. 

Franchisors  may  also  charge  franchisees  for: 

•  A  site  evaluation  (if  it  is  not  included  in  the  franchise  fee) 

•  Interest  if  the  franchisor  is  directly  assisting  with  financing 

•  Markup  on  supplies  and  equipment 

•  Lease  payments  when  the  franchisor  acts  as  the  landlord. 

In  any  event  the  potential  franchisee  should  carefully  assess  each  franchise 
cost  for  value  received. 

Evaluating  a  Franchise     if  you  are  evaluating  the  possibilities  of  purchasing  a  franchise  there  are  a 

number  of  other  considerations  to  be  explored.  You  should  carefully 
investigate  the  company  with  whom  you  are  dealing  to  determine  if  they 
have  a  good  reputation,  a  solid  credit  rating  and  a  sound  financial  base. 
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In  Alberta,  all  franchisors  offering  franchises  for  sale  must  register  with  the 
Alberta  Securities  Commission.  They  do  this  by  filing  an  acceptable 
statement  of  material  facts  or  a  prospectus.  Any  person  contemplating  the 
purchase  of  a  franchise  should  first  check  with  the  Alberta  Securities 
Commission  to  see  if  the  franchisor  is  registered  and  to  assess  the 
franchisor's  plans  as  put  to  the  commission.  Please  contact: 


Consumer  and  Corporate  Affairs 
Alberta  Securities  Commission 


Edmonton 

21st  Floor,  10025  Jasper  Avenue 
Edmonton,  Alberta  T5J  3Z5 
Phone:  427-5201 


Calgary 

4th  Floor,  300  -  5th  Avenue,  S.W. 
Calgary,  Alberta  T2P  3C4 
Phone:  297-6454 


The  franchisor  should  have  been  in  business  long  enough  to  prove  its 
ability  and  the  competitiveness  of  its  service  or  product.  The  franchisor 
should  not  be  hesitant  in  supplying  all  relevant  information  to  the 
franchisee.  The  prospective  franchisee  should  attempt  to  talk  to  some  of  the 
company's  operating  franchises.  The  meeting  should  not  be  prearranged  by 
the  franchisor. 


Additional  information  on  franchises  can  be  found  in  the  pamphlet 
"Buying  a  Franchise." 
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Appendix 


Where  to  Obtain  Special    Farm  implement  Dealers 

Licenses  implement  Act  Administration 

Room  305,  J.G.  O'Donoghue  Building 
7000-  113  Street 
Edmonton,  Alberta  T6H  5T6 
Phone:  427-2188 

Artificial  Insemination 

Beef  Cattle  and  Sheep  Branch 

2nd  Floor,  J.G.  O'Donoghue  Building 

7000 -  113  Street 

Edmonton,  Alberta  T6H  5T6 

Phone:  427-5083 

Businesses  Dealing  with  Poultry,  Pork  and  Horse 
Room  204,  J.G.  O'Donoghue  Building 
7000-  113  Street 
Edmonton,  Alberta  T6H  5T6 
Phone:  427-5320 

Marketing  Services  Division 

Livestock  Services  Branch 

3rd  Floor,  J.G.  O'Donoghue  Building 

7000 -  113  Street 

Edmonton,  Alberta  T6H  5T6 

Phone:  427-4241 

Businesses  Dealing  with  Milk  or  Milk  Products 
Food  Quality  Processing  Service  Division 

2nd  Floor,  Provincial  Building 
5201  -  50th  Avenue 
Wetaskiwin,  Alberta  T9A  0S7 
Phone:  361-1223 

Seed  Cleaning 
Field  Crops  Branch 

5718-56  Avenue 
Bag  Service  #47 
Lacombe,  Alberta  TOG  ISO 
Phone:  340-7152 

Production  Animal  Medicine 

Animal  Industry  Division 

2nd  Floor,  J.G.  O'Donoghue  Building 

7000-  113  Street 

Edmonton,  Alberta  T6H  5T6 

Phone:  422-4844 
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Sawmills,  Timber-Cutting  Operations 
Alberta  Environmental  Protection 
Timber  Management  Branch 

9th  Floor,  Bramalea  Building 
9920  -  108  Street 
Edmonton,  Alberta  T5K  2M4 
Phone:  427-3554 

Mines,  Oil  and  Gas  Drilling  Permits,  Pipeline  Construction 
Energy  Resources  Conservation  Board 

640  -  5  Avenue,  S.W. 
Calgary,  Alberta  T2P  3G4 
Phone:  297-8311 

Obtain  local  district  transportation  office  information  from: 

Alberta  Transportation  and  Utilities 

Roadside  Planning  Service 

4th  Floor,  Twin  Atria  Building 

4999  -  98  Avenue 

Edmonton,  Alberta  T6B  2X3 

Phone:  427-7071 

Security  Programs 

Private  Detectives,  Security  Agencies  and  Guards 

Alberta  Justice 

Law  Enforcement  Division 

10th  Floor,  John  E.  Brownlee  Building 
10365  -  97  Street 
Edmonton,  Alberta  T5J  3W7 
Phone:  427-3457 

Alberta  Environmental  Protection 
Fish  and  Wildlife  Division 

Main  Floor,  North  Tower 
Petroleum  Plaza 
9945  -  108  Street 
Edmonton,  Alberta  T5K  2G6 
Phone:  427-3574 

Cemeteries 

Edmonton  Regional  Office 
Consumer  and  Corporate  Affairs 

3rd  Floor,  Capilano  Centre 
9945  -  50  Street 
Edmonton,  Alberta  T6A  0L4 
Phone:  422-2590 

Liquor  Licenses 

Alberta  Liquor  Control  Board 

50  Corriveau  Avenue 

St.  Albert,  Alberta  T8N  3T5 

Phone:  458-4311 
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Commercial  Trucking  and  Bus  Operations 

Alberta  Transportation 

Motor  Transport  Services 

4th  Floor,  Provincial  Building 

4920 -51  Street 

Red  Deer,  Alberta  T4N  6K8 

Phone:  340-5260 

Alberta  Agriculture  Marketing  Services  Division 

Livestock  Marketing  Services  Branch 

Room  300,  J.  G.  O'Donoghue  Building 

7000-  113  Street 

Edmonton,  Alberta  T6H  5T6 

Phone:  427-4241 

Motor  Transport  Services 
4th  Floor,  Provincial  Building 
Room  401, 4920  -  51  Street 
Red  Deer,  Alberta  T4N  6K8 
Phone:  340-5260 

Employment  Programs 

Advanced  Education  and  Career  Development 
Employment  Initiative  Branch 

8th  Floor,  City  Centre 
10155  -  102  Street 
Edmonton,  Alberta  T5J  4L5 
Phone:  422-1184 

Real  Estate 

Consumer  and  Corporate  Affairs 

Edmonton  Regional  Office 
3rd  Floor,  Capilano  Centre 
9945  -  50  Street 
Edmonton,  Alberta  T6A  0L4 
Phone:  427-5782 

Consumer  and  Corporate  Affairs 
Real  Estate  Program  Branch 

19th  Floor,  10025  Jasper  Avenue 
Edmonton,  Alberta  T5J  3Z5 
Phone:  422-1588 

Homes  for  Special  Care,  Day  Care  Centres,  Foster  Homes 
Alberta  Family  and  Social  Services 
Edmonton  Regional  Licensing  Office 

7th  Floor,  108  Street  Building 
9942  -  108  Street 
Edmonton,  Alberta  T5K  2J5 
Phone:  427-0444 
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Private  Schools 

Advanced  Education  and  Career  Development 
Private  Vocational  Schools 

6th  Floor,  Devonian  Building,  East  Tower 
1 11 60  Jasper  Avenue 
Edmonton,  Alberta  T5K  0L3 
Phone:  427-3899 
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Alberta  Treasury  Branches 


Branch 

Airdrie 

Andrew 

Athabasca 

Banff 

Barrhead 

Beaverlodge 

Black  Diamond 

Bonnyville 

Bow  Island 

Boyle 

Breton 

Brooks 

Bmderheim 

Calgary  Main  (Esso  Plaza) 
Calgary  Alberta  Hotel 
Calgary  Brentwood 
Calgary  Chinook  Centre 

Calgary  Forest  Lawn 

Calgary  MacLeodVillage 

Calgary  North  Hill 

Calgary  Sunridge 

Calgary  6th  Avenue  S.W. 

Calgary  17th  Avenue 

Calgary  34th  Avenue 

Camrose 

Cardston 

Caroline 

Carstairs 

Castor 

Claresholm 

Coaldale 

Cochrane 

Cold  Lake 

Consort 

Coronation 

Crossfield 


Address  Telephone 


104  -  1st  Avenue  N.W. 

948-5989 

5036-51  Street 

365-3834 

4910  -  50  Street 

675-2258 

317  Banff  Avenue 

762-8505 

4909  -  52  Avenue 

674-2241 

209  -  10  Street 

354-2236 

122  Center  Avenue  W. 

933-4357 

4902  -  50  Avenue  W. 

826-3024 

128  -  5th  Avenue  W. 

545-2204 

5115  -  3rd  Street 

689-4099 

4927  -  50  Avenue 

696-3664 

219  -  2nd  Street  W. 

362-3351 

Queen  Street  &  49  Avenue 

796-3616 

420  -  2nd  Street  S.W. 

297-2009 

139  -  8th  Street  S.W. 

297-6297 

3630  -  Brentwood  Road  N.W. 

297-8164 

1691  S.  Chinook  Centre 

297-6503 

6455  MacLeod  Trail  S.W. 

3223  -  17  Avenue  S.E. 

297-6507 

4610  -  MacLeod  Trail  S.W. 

297-2831 

217-16  Avenue  N.W. 

230-6700 

Suite  5, 2681  -  36  Street  N.E. 

291-2480 

717 -6th  Avenue  S.W. 

297-6206 

1110-17  Avenue  S.W. 

228-9952 

2140  -  34  Avenue  S.W. 

297-7163 

4867  -  50  Street 

672-3331 

24  -  2nd  Avenue  W. 

653-3394 

5039  -  50  Avenue 

722-3830 

103-10  Avenue  N. 

337-3345 

4913  -50  Avenue 

882-3110 

115-49  Avenue  W. 

625-4451 

1821  -20  Avenue 

345-2611 

221  -  1st  Street 

932-3117 

703  Lakeshore  Drive 

639-3311 

Main  Street 

577-3800 

5206  Victoria  Avenue 

578-4101 

1214-16  Railway  Avenue 

946-4345 
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Daysland 
Didsbury 
Drayton  Valley 
Drumheller 

Edmonton  Main 
Edmonton  Calgary  Trail  South 
Edmonton  First  EdmontonPlace 
Edmonton  118  Avenue 
Edmonton  Hys  Centre 
Edmonton  Jasper  Place 
Edmonton  Killamey 
Edmonton  Kings  way  PSC 
Edmonton  Mayfield  Common 
PSC 

Edmonton  Mayfield  Square 
Edmonton  Millwoods 
Edmonton  Palisades  Square 
Edmonton  Pepper  Tree 
Edmonton  Strathcona 
Edmonton  Sun  Life  Place 
Edmonton  Terrace  Plaza 
Edmonton  West  Edmonton 
Mall 

Edson 
Elk  Point 

Fairview 
Falher 
Forestburg 
Fort  Macleod 
Fort  McMurray 
Fort  Saskatchewan 
Fort  Vermilion 

Grand  Centre 
Grande  Prairie  Main 
Grande  Prairie  Mall 
Granum 
Grimshaw 


5033  -  50  Street 
1820  -  20  Street 
5117-51  Street 
294  Centre  Street  S. 

10102  -  102  Avenue 
3361  Calgary  Trail  South 
10665  Jasper  Avenue 
8804-  118  Avenue 
11010-101  Street 
15548  Stony  Plain  Road 
12703  -97  Street  N.W. 
11541  Kings  way  Avenue 

360, 10046  -  167  Street 
10466  Mayfield  Road 
9251  -  34  Avenue 
12800-  137  Avenue 
12060  Jasper  Avenue 
8008  -  104  Street 
10, 10123  -99  Street 
4445  Calgary  Trail  S. 

1434,  8770  -  170  Street 

320  -  50  Street 
4925  -  50  Street 

11012-102  Avenue 

Railway  Avenue  &  Main  Street 

50  Street  &  49  Avenue 

221  Macleod  Blvd. 

9713  Hardin  Street  (Peter  Pond) 

9917-  102  Street 

Main  Street 

4817 -50  Street 
9912-  100  Avenue 
193, 11801  -  100  Street 
310  Railway  Avenue 
5216 -50  Street 
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Hanna 
High  Level 
High  Prairie 
Hinton 
Hythe 

Innisfail 

Killiam 

Lac  La  Biche 
Lacombe 
La  Crete 
Lament 
Leduc 

Lethbridge,  Main 
Lethbridge  6th  Street 
Lethbridge  PSC 
Linden 
Lloydminster 

Magrath 
Manning 
Mayerthorpe 
McLennan 

Medicine  Hat  2nd  Street 
Medicine  Hat  Carry  Drive 

Milk  River 

Nan  ton 

Okotoks 
Olds 
Onoway 
Oyen 

Peace  River 
Picture  Butte 
Pincher  Creek 
Ponoka 
Provost 


232 -2  Avenue  W. 
10102  -  100  Avenue 
5201/03  -49  Street 
207  Pembina  Avenue 
10026  -  101  Avenue 

4962  -  50  Street 

5001  -  50  Street 

10111-  102  Avenue 

5102-50  Avenue 

Main  Street 

5130-50  Avenue 

4809A  -  50  Avenue 

601  Mayor  Magrath  Drive 

319 -6th  Streets. 

Suite  101,  1112  -  2nd  A.  Avenue 

104  Central  Avenue  E. 

5008  -  49  Street 

82-  1st  Avenue  S.W. 
10024  -  101  Avenue 
4910 -50  Street 
1st  Avenue  &  Centre  Street 
536  -  2nd  Street  S.E. 
1  Carry  Drive  Plaza 
93  Carry  Drive  S.E. 
140  Main  Street  N.E. 

2202  -  20  Street 

41  Elizabeth  Street 
4901  -  50  Avenue 
4809  -  50  Street 
200  Main  Street 

9911  -  100  Avenue 
330  Highway  Avenue 
769  Main  Street 
5110-49  Avenue 
5013  -  50  Street 


44 


7S9-4S1 1 

T?Afl  T^ffT  A^^Qtn 

XVCCl  X^Cd  iVlcUll 

100  4Q1 1  -  SI  SiTPi^t 

'^40-Sl'^O 

XWA^  J-X^^X  XVI  V  V/l  OXviV/ 

4019  _  59  Street 

340-5384 

JVCUWclLCl 

4R'^9  -  SO  Avpniip 

949.4S4S 

SO"^?  -  so  AvpniiP 

84^-9991 

Rocky  Mountain  House 

4912-50  Avenue 

845-2811 

Rycroft 

4635  -  50  Street 

765-3624 

Ivy  AC  J 

SI 01  -  so  SiTPi^t 

Alhprt 

1  S04  Tiidnr  Hlpn  Markf  t 

4S9-1991 

rjprvak  Rnad      St  Alhprt  Trail 

Qf  PquI 
oi.  xaui 

4801  -  SO  Aveniip 

64  S -4406 

'2001  Sherwood  Drive 

464-4444 

1  QQ  Wvp  Road 

449-'^6'^6 

Sherwood  PSC 

200  222  Base  Line  Road 

464-2217 

"^01  Main  Street 

849-3911 

Smoky  Lake 

50  Wheatland  Avenue 

656-3833 

\J  L/li.  11,  XVI  V  V^l 

4S18  -  SO  Street 

864-'^6S0 

2S0  King  Street 

962-6000 

StPttlpr 

S007  -  SO  Street 

749-4466 

Stony  Plain 

5014  -  50  Street 

963-2214 

Strathmore 

137  -  2nd  Avenue 

934-5293 

"^04  Main  Street  W 

6'^8-4'^19 

Taber 

S'^17  -  48  Avenue 

223-8941 

4816  -  SO  Stre/'t 

78Q-388S 

911  Main  Street 

44'^.SS71 

Tofield 

5120 -50  Street 

662-3773 

Trochu 

201  Main  Street 

442-4200 

Two  Hilk 

S002  -  SO  Avenne  S 

657-3391 

V  dxicy  View 

49S7  -  SO  Avenue 

S94-^96S 

VpotpviIIp 

V              V 111^ 

49"^  1  _  SO  Street 

632-2340 

Vermillion 

5014  -  50  Avenue 

853-5293 

Viking 

5211  -50  Street 

336-3209 

Viilran 

212  Centre  Street 

485-2271 

TV  dlllWllglll 

S09  Main  Street 

849-33SS 

AVpsitlnrlf 

10S32  -  100  Avenne 

349-4481 

Wetaskiwin 

jzUz  -  jU  Avenue 

Whitecourt 

5117 -50  Street 

778-2442 

Wildwood 

5115-50So-eet 

325-3837 
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Alberta  Economic  Development  and  Tourism  Offices 


Edmonton 

6th  Floor,  9940  -  106  Street 
Edmonton,  Alberta  T5K  2P6 
Phone:  427-3685 


Calgary 

5th  Floor,  999 -8  Street  S.W. 
Calgary,  Alberta  T2R  1J5 
Phone:  297-6284 


Camrose 

5005-49  Street 
Camrose,  Alberta  T4V  1N5 
Phone:  679-1235 


Edson 

Room  204,  Provincial  Building 
111  -54  Street 
Edson,  Alberta  T7E  1T2 
Phone:  723-8229 

Grande  Prairie 

Room  1401,  Provincial  Building 
10320  -  99  Street 
Grande  Prairie,  Alberta  T8V  6J4 
Phone:  538-5230 

Lethbridge 

416  Stafford  Drives. 
Lethbridge,  Alberta  TIJ  4C7 
Phone:  381-5414 


Medicine  Hat 

Room  109,  Provincial  Building 
346-3  Street  S.E. 
Medicine  Hat,  Alberta  Tl  A  0G7 
Phone:  529-3630 

Peace  River 

Bag  900,  Box  3, 10122  -  100  Street 
River  Drive  Mall 
Peace  River,  Alberta  T8S  1T4 
Phone:  624-6113 

Red  Deer 

3rd  Roor,  Provincial  Building 
4920 -51  Street 
Red  Deer,  Alberta  T4N  6K8 
Phone:  340-5300 

St.  Paul 

Room  412,  Provincial  Building 
5025  -  49  Avenue 
St.  Paul,  Alberta  TOA  3A4 
Phone:  645-6358 

The  Business  Line 
Metro  Edmonton 
Phone:  422-9494 


Rest  of  Province 
Phone:  1-800-272-9675 
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ECONOMIC  DEVELOPMENT 
AND  TOURISM 


Telephone:  (403)  427-3685 
The  Business  Line 
1-800-2729675 


Alberta  Treasury  Branches 

Guaranteed  Financial  Services 


Customer  Service  Line 
1-800-332-8383 


Published  jointly  by  Alberta  Economic  Development  and  Tourism  and  Alberta  Treasury  Branches 


Printed  in  Canada  1993 


